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Employees learn electronic applications while getting work done. See page 28. 


@ Small office in large bank demonstrates successful 


new approach to computer installations 


@ How to give real meaning to merit rating systems 
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THIS SIMPLE DEMONSTRATION SHOWS YOU... 


Why Mosler Revo-File is leading 
the revolution to rotary card filing 


1. No costly transposition needed or new cards when 
you change from slow-poke, time-wasting files to Revo- 
File. No key-hole punched cards needed by Revo-File. di 
Just pick up your present cards by handfuls 


2. No chance of losing cards! Kevo-Vile 
has an exclusive, patented method of 
holding cards in drum without relying on 
holes punched in cards or other methods 
of attachment, which often cause wear, 
mutilation, and eventual “fall out’ of 
cards from drum into base of file. (No 
trapdoor needed in Revo-File.) 


WUO/UE 


Another fine product of 


* Mosler Safe ‘:” 


Semen 1048 


For More Information From Advertisers Use Readers’ 


drop ‘om 


3. No limits on work speed! Since cards 
are not attached, one or hundreds can be 
removed and re-filed instantly. Easy to 
place Revo-File in most restful working 
position for any clerk. Cards come to her, 
not vice versa. All standard and most off- 
size cards accommodated. Manual and 
automatic electric selector models. 


into a Revo-File . . 


right at the start. . 


. and go to work! Revo-File is the 
only single-drum rotary card file of its type that lets you 
this! It saves an average of $200 in change-over costs 
. often much more! 


For big-volume card filing! The new 
Mosler Roto-File can accommodate 
more than 80.000 cards. Has all the 
exclusive features of Revo-File ... on 
a bigger scale. Electrically controlled 
drums rotate independently —several 
clerks can work at same time 


Reve-File, Roto-File Div. @ The Mester Safe Co., Dept. OM-32, 320 Fifth Ave 


t rotary card file 


if you have 3,000 or more active cards which are used 
continuously for reference and posting, mail coupon, today! 


NY. 
Please send me complete information about (check items you wish 


CL) Mosler Revo-File, world’s fine 


Revo-File. () New Mosler Roto-File for volume card-filing applications 


NAME 


| 

| 

| 

; COMPANY 
| ADDRESS 
| 


POSITION 


Mosler Automatic Electric Selector 
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Want to 


pick up 
sales..? 


...then 


pick up 
the 
telephone 


Haentze Floral Company, a wholesale florist in Fond 
du Lae, Wisconsin, recently began to make planned use of 
the telephone to obtain new out-of-town business and keep 


in touch with distant customers. 


Results? Sales increased $36,000, in just six months. 
And Haentze Floral Company’s success with sales by tele- 


phone is not unique. 


We'd like to show you how the telephone can fit most 
profitably into your operations. Just call your Bell Tele- 


phone Business Office and a representative will visit you. 


nm’ 

BELL TELEPHONE SYSTEM Ba 
7 
ean 


eee | 


= 


| 


LONG DISTANCE RATES ARI 


Here are some examples 


New Haven to New York 
Baltimore to Pittsburgh 
Chicago to Atlanta 

Dallas to Cleveland . 
Milwaukee to Los Angeles 


These are the daytime Station-to-Station rates for 


the firet three minutes They do 


10% federal excise tax 


Call by Number. It's Twice as Past. 
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What I thought was going to be an awful headache 
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turned out to be a lot of funl 


For a long time I'd put off the decision to “do over” 
my office. But, that was before | learned about the 
Macey-Fowler way. 


Macey-Fowler has furnished thousands of offices, 
both for large corporations and small business 
firms. Whether you need a few steel desks, a filing 
cabinet, or a complete executive suite, the answer 
to your requirements is in the large Macey-Fowler 
collection. 


Why not let Macey-Fowler submit a plan, and a 
price. You will be pleasantly surprised to find how 
relatively little it costs to enjoy the luxury and 
prestige of Macey-Fowler furniture. 
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BOSTON: 150 CAUSEWAY STREET + Richmond 2-1800 Mac ei Towler NEW YORK: 305 EAST 63rd STREET - TEmpleton 8-5900 
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office 
management 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


in this issue: 
In memoriam (Editorial) 


Small office in large bank demonstrates new approach 
to computer installations 

How to give real meaning to your merit rating system 
by Eugene J. Benge 


Does your staff find these leadership qualities in you? 


by John Hockman 


Five rules to follow for maximum output from office 
machines 
by Ernest W. Fair 


Automation in the office 


Sylvania’s unique data processing center opens at 
Camillus. N.Y. 

Tools of the office series 
This month: Figuring equipment; adding and 
calculating machines: bookkeeping and account- 
ing machines and systems: charts, tables, and 
scales 
by Robert Beeman 


1925 office gets 1956 look by modernizing partitions 
and lighting 


ALTHOUGH the Cysuaranty 
Trust Co. in New York is on 
of the nation’s larye st banks, its 
Loan Division, which deals main 


j 


1 } 
ly in commercial loans, has a 


11 
relatively small 


number 
actions each aay c 
the amounts 

mous In effect 
section resembic 
operation, Our 

month (p. 


“small ofhice has 


puter installation pay off. 


Subscription: $3 a year in United States and in possessions, Canada, Mexico, Cuba, 
Central and South Ame a. Other countries 99 a year gle copies 35c; Yearbook 
Issue $1. Copyright 1956 by Andrew Geyer-McAllister, Inc.; all rights reserved. Also 
publisher of Geyer's Dealer Topics, Wt Makes It and Where, and The Gift and 
Please give 60 days’ notification of any change of your address Re 

second clas atter June 29, 1954, at the Post Ofhce at New York, N Ve 

under Act of March 3, 1879 
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HOW X F RQ @ ] ' C 4 A fe 4 Y SPEEDS PAPERWORK 


cuts duplicating costs by 3 3 V3%o 
for Blue Bell, Inc., Greensboro, N. C. 


In 1908, two men set up 12 sewing machines 
in Jellico, Tenn. to make overalls. Today, 
Blue Bell, Inc., Greensboro, North Carolina, 
has 28 plants in 7 states. The Blue Bell line 
of work and play clothes contains over 1000 
different garments, including the most dra- 
matic of its products, western wear. In the 
continual search for more efficient produc- 
tion methods and lower costs, Blue Bell in- 
stalled XeroX” copying equipment to speed 
paperwork and cut duplicating costs. It is 
estimated that one third is saved using xerog- 
raphy, the versatile, electrostatic copying proc- 
ess, in a wide variety of applications at Blue 


Bell. We quote their statements about some 


BLUE BELL WRANGLERS agli 
FOR MISSES of these applications. 


Let ‘‘The World's Largest Producer of Work and Play Clothes"’ 
tell you about xerography! 


There is almost an endless array of tasks xerography must perform for Blue 
tell, Ine., copying onto paper masters for offset duplicating. We use it for 
sending out all our reports to company officers, department heads and sales- 
men; for mtrac ompany Communications, correspondenc e, customer re lations 
through sales letters), job flow charts and office forms. Quantities range from 
one to hundreds of copies 
sefore xerography was installed here, we were faced with the problem of 
distributing weekly and monthly reports, bulky reports such as analysis man- 
uals containing as many as 900 pages. Since xerography is capable of reprodue- 
ing copy with a 65 per cent reduction in size, we found we could put three times 
as much material on the same amount of pages as before, thus reducing our 
bulky 900-page volumes to 300 pages 
“You can see the consequent savings here. We saved on duplicating time, 
on collating time, mailing expense and filling 
spac e,” 


Anything written, printed, typed or drawn can 


be quickly copied by xerography onto masters for 
duplicating. 

Copies in the same, enlarged, or reduced size 
can be made from one or both sides of the original 
material, 


Write for “proof of performance’ folders showing 
how xerography is saving time and thousands of dollars 
for companies of all kinds, large and small. 


THE HALOID COMPANY 
56-44X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


( ZE-ROG-RA-FEE) ® 


The fastest, cheapest, most versatile way to make masters for duplicating 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


Revised typewriter keyboard 
fails Government tests 


Four months of testing a simplified 
typewriter keyboard have failed to pro 
duce evidence that it would be worth 
while to retrain Federal Government 
typists in its use, according to a recent 
announcement from the General Serv 
ices Administration, which conducted 
the tests. 

The study was concerned with the 
feasebility of retraining typists already 
skilled in the use of the standard key 
board and did not deal with the prob 
lem of training typists Irom the outset 
in the new kevboard. 

The General Services Administra 
tion began Its tests on January 0). The 
experiment was concluded on May 30 
and the results were then evaluated. 
Dr. Earl P. Strong, director of the 
Bureau of Business Research, Penn 
sylvania State University, who was re 
tained by GSA as a consultant and test 
coordinator, reported he had come to 


the following conclusions: 


1. A minimum of 100 hours of in 
struction and drill time is required to 
retrain a typist who already is famil 
iar with the standard keyboard. This 
figure was based on instruction and 
intensified drill for a period of four 
hours da day. 


2. Typists working on the simplified 
keyboard showed less improvement in 
speed on both one-minute and five 
minute tests throughout the experi 
ment than did typists using the stand 
ard keyboard. 


3. Typists employing the simplified 
keyboard showed less accuracy than 
did standard keyboard typists during 
the entire test period. 

4, On both one-minute and five 
minute tests, simplihed keyboard ty; 
ists showed less improvement in speed 


> 


than did standard keyboard operators 
during the period after they had 
learned to type as fast on the new 
keyboard as they had on the standard 


board. 


5. During this same period, the re 
trained typists were less accurate than 
typists using the standard board. 

6. The results of the statistical an 
alyses of the differences in improve 
ment indicate that there are no signi 
cant differences on the one-minute 
writings for either speed or accuracy, 
but on hive-minute writings it was 
found that the standard keyboard re 
sults are better in both speed and a 


curacy and that the differences are 
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Invincible general office group 
in Cool Green 


The office comes to life 


when it's Invincible 


4 ated | sade cagenns en aunees ees 
. — " " 


= Your office can be more efficient... more pleasant . 
i" f with colorful, business-engineered Invincible metal furniture 


: 


Office efficiency is stepped ‘way up by functional colors, 

and Invincible has them! Finishes range from soft greens 

to rich mahogany. and there's a wide variety of units all with 
Invineible’s business-engineering for peak utility and 
comfort. Theyre strongly built of steel cleanly, 


smartly styled and drawers of desks and files 


“ | . 
jee i glide quietly. It’s easy to custom plan an ideal executive 


or professional or general ollice when you 
The Professional Office 
choose from the colorful new line by Invincible 

I A request on your letterhead brings you the new 

— full-color Invincible catalog, without cost 


Or see your Invincible dealer 


INVINCIB 


Metal Furniture Company + Manitowoc, Wisconsin 


The Operating Executive 


In Canada; A. K. Davey Company, Lid., Factory Representative 
174 Bedford Road, Toronto 5, Canada 
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—and costs less than a typewriter 


Form letters, bulletins, statements and other 
mail enclosures—all the folding jobs that your 
office workers now do by hand—can easily be 
machine-folded by the little Model FH folding 
machine far faster, and at much less cost. 
Electrically driven, with semi-automatic 
feed, it can double-fold 80 letter-size sheets 
per minute. With full-automatic 
feed (optional) it is even faster. 
The FH makes eight different 
y folds, handles sheets as large as 
8Y4 by 14 inches, and as small as 
3 by 3 inches, in a wide range of paper 
weights and finishes. Even folds sheets 
stapled together. 

It takes only a few seconds to set the 
FH for any job. By moving two knobs, 
you can adjust it for any fold you want. 
Easy as tuning in your TV. And it costs 


less than a typewriter! 


For a demonstration right in your own 
office, call your nearest Pitney-Bowes office 
—or send the coupon below for free 
illustrated booklet. 


Move two knobs on inch scales to fold 
widths wanted —and the FH is ready to go! 


The larger Model FM, fully <> a 
automatic, folds up to 19,000 — or 


sheets an hour. Cc TJ 
= PITNEY-BOWES 


'D} 


~ Folding 
Machines 


€ 


Pirney-Bowes, INc. 
2913 Wainut Street 


Stamford, Conn. 


Please send free Folding Machine booklet to: 


Name 
Originators of the postage meter... 
Branch offices in 94 cities Address 
8 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


significant, except for accuracy on five 
minute writings, starting January 3] 
(the day after the tests began), which 
indicates that the simplified keyboard 
was better. 

The report was issued by Clifton E. 
Mack, Commissioner of the Federal 
Supply Service of GSA. Mr. Mack 
commented 

“On November 22, 1955, the Gen 
eral Services Administration announ 
«dl that it was undertaking the type 
writer experiment and indicated that 
cur interest arose from the tact that 
GSA is primarily concerned with 
bringing about economies through bet 
ter utilization of Government-owned 
property. We said at that time, and 
we repeat now, that we are constantly 
seeking anything which leads to this 
result. 

“Dr. Strong's report is limited to the 
question of whether the Government 
should retrain existing personnel. It 
does not examine the problem of initial 
training of prospective typists. 

“Because of widespread public in 
terest in the experiment, we pledged to 
release the report as promptly as pos 
sible. We are now doing so. If there 
is to be any further action taken on 
this matter, we will announce it fully 
and promptly.” 


In Short— 


IBM completes giant computer for 
national defense 


International Business Machines 
Corp. has begun shipment of an enor 
mous electronic computer to McGuire 
ir Force Base, in New Jersey, where 
it will become part of a new electronic 
aw warning network being set up on 

nationwide  s¢ ale. The new system, 
known as the SAGE (for Semi-Auto 
matic Ground Environment) com 
puter, is the equivalent in size and 
capacity to “more than a few” giant 
computers of the size of IBM's Type 
705, which ranks among the largest of 
the commercial electroni computers. 
The new giant will be able to coordi 
nate information trom ground-, air-, 
and sea-based radars and observing sta 
tions, flight plans of friendly planes, 
weather dati, and necessary control in 
formation concerning intercepting air 
craft and missiles. Fighter planes can 
be controlled automatically from the 
ce mputer, as can missiles, and the sys 
tem is built to account automatically 


ior such details as turning planes back 
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ALL CLEAR AHEAD but of the Mittag & Volger laboratory, a flow of 


quality-controlled carbons and ribbons, each a guarantee of all-clear-ahead, no 
matter what your job. © SILK SPUN, M & M, TAGGER, and PLENTY COPY — matchless 


carbons and their matching ribbons — inspired by 75 years of understanding of the 
purpose for which they were made. ¢ Why not let your stationer clear up your “copy” 


complaints with M & V’s all-clear-ahead carbons and ribbons — give him a call, or drop a note to: 


MITTAG &@ VOLGER, INC. + PARK RIDGE, NW. 3. + TELEPHONE: PARK RIDGE 6-0001 
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of Quality 


Baltimore Business Forms combine all 
billing and shipping forms into one! 


Regardiess of how you billorship... 
whether by rail and truck exclusively, 
or by parcel post or express, or any 
combination of these Baltimore 
Business Forms will combine all forms 
into one. Invoice, labels, packing slips, 
accounting copies and bills of lading, 
all to be typed at once. 


if you have a combination of rail, 
truck and parcel post, all of the above 
forms should be used except the bills 
of lading . . . which you don’t have to 
use for parcel post. When bills of lad- 
ing are needed they can be combined 


in perfect registration and all copies 
can be written at one time. You owe 
it to yourself to investigate these 
quick, easy ways to organize and cut 
costs of your billing and shipping. 


Send for free samples or recommen- 
dations! At Baltimore Business Forms 
every representative isan experienced 
“system planner,”’ capable of solving 
any business form problem. Write 
today for samples or an unbiased 
recommendation. THr BALTIMORE 
Business Forms Co., Dept. A, 3134 
Frederick Ave., Baltimore 29, Md. 


The Baltimore Business Forms Company 


(THE BALTIMORE SALESBOOK COMPANY) 
Saving time and reducing costs in business and industry 


HAMDYSET ONE Time _— 
CARBON 
roams . Wes 


MULTIPLE 


CONTINUOUS COUNTER #fGsTERS— 
roams NCR FORMS flectric Pushbutton 
(ne covben sequired) end Crank Models 
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to their bases before their fuel supply 


runs out. The new computer is the 


lis 


first production model. It was not « 


| 
closed how many others were to be 
built. Initial plans for the equipment, 
known officially as the AN/FSQ-7, 
were developed at the Lincoln Labora 
tory, Massachusetts Institute of Tech 
nology. IBM-completed the designs at 
iis Military Products Division Labora 
tory, Poughkeepsie, N. ¥. in coopera 
tion with MIT, and the system was 
built at IBM’s Military Products Divi 


sion plant at Kingston, N. Y. 


SPA elects officers for 1956-57 

The Systems and Procedures Asso 
ciation of America has announced the 
election of new officers for the year 
1956-57. The new president is Allen Y. 
Davis, manager of systems, Charles 
Phizer & Co., Inc., Brooklyn, N. Y. 
F. Walter Wanner, systems and meth 
ods consultant, Standard Oil Co. of 
New Jersey, will serve as vice presi 
dent. Newly clected to the post of 
secretary is James C. White, manager 
of administrative systems, A. C. Spark 
Plug Div., General Motors Corp., Mil 
waukee. John W. Hulen, an executive 
of Trenton Retirement Service, a divi 
sion of Safeway Stores, San Francisco, 


has been reelected treasurer. 


Bruning Co. to sell Verifax copiers 

It has been announced that the 
Charles Bruning Co., Inc., of Chicago, 
manufacturer of diazotype “Copyflex” 
copying equipment, has been appoint 
ed a nationwide dealer for “Verifax” 
copying machines and materials made 
by the Eastman Kodak Co., of Ro 
chester, N. Y. 


NACA holds annual elections 

The National Association of Cost 
Accountants elected new ofhicers for the 
year 1956-57 at its thirty-seventh an 
nual international cost conference, held 
late in June at the Conrad Hilton Ho 
tel, Chicago. Philip J. Warner, presi 
cent of Ronald Press Co., New York, 
has been named president. The new 
vice presidents are Leslie I. Asher, 


Aircratt 


Engine Dept., General Electric Co., 


manager of finance, Small 


Lynn, Mass.; Oliver J. Edwards, sex 
retary, Perfection Mattress & Spring 
Co., Birmingham; James B. Fenner, 
vice president and controller, The 
Electric Auto-Lite Co., Toledo: Don 
ald J. Guth, plant comptroller and as 
sistant treasurer, Solar Aircraft Co., 
Des Moines: George A. Hewitt, part 


ner, Lybrand, Ross Bros.. & Mont 
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GLOBE-WERNICKE @ = 


makes filing a4 ae 


and finding a pleasure ...increases office efficiency 


HERE’S HOW: You keep in touch with your records the quick, accurate and 

easy way with sensible SAFEGUARD, Globe-Wernicke’s universal filing system. It eliminates 
once and for all the needless irritation and wasted time caused by inefficient files. 
HERE'S WHY: Because Safeguard’s logically-indexed, color-coded 

tabs provide your personnel with ‘visual landmarks” to help them file and find 

material instantly. Unlike other systems, Safeguard is not complicated 

and does not require expensive training and supervision. 

If you have ever wasted precious minutes waiting for a filed record, it will pay 

you to learn more about Safeguard. Your Globe-Wernicke 

dealer has trained personnel who will gladly assist you. At no 


obligation, call him*, or write us direct, Dept. Ge. 


CINCINNATI 12, OHIO 


"Dealers ore listed in “Yellow Pages” 
under “Office Furniture.” 
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THE PEN THAT FILLS 


WV 
The Esterbrook Desk Pen fills itself instantly 
—every time you return the pen to its socket. 
The base holds 40 times more ink than an 
ordinary fountain pen. Needs no attention for 
months on end. Try one on your desk for 30 


days. Your money refunded if you are not 
completely satisfied. 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Lid., 92 Fleet Street, East; Toronto, Ontario 


PYRIGHT 1966, THE ESTERBROOK PEN 
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ITSELF 


MODEL 444 DESK SET 


for the general office and 
public counters. 


MODEL 4410 DESK SET 
colored Permalite bases 
forthat important” look. 


MODEL 4430 DESK SET 


with onyx or carrara bases 
that say, “boss man”. 


INT OF YOUR _» 


CHOOSE THE RIGHT POINT 
for the way you write — 
by number. More than 30 
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gomery, Philadelphia; John W. Old, 
senior supervisory accountant, in charge 
of financial and budgetary accounting, 
Refining and Chemical Products Op 
erations, Humble Oil & Refining Co., 
Houston; Willis W. Shenk, secretary 
and controller, Lancaster Newspapers, 
Inc., and secretary, WCAL, Inc., Lan 
caster, Pa.; and Norman H. S. Vin- 
cent, partner, Robert Douglas & Co., 
Boston. The new treasurer is Charles 
H. Towns, partner, Loomis, Suffern & 
Fernald, New York. 


Office firms announce moves, 
expansions, mergers 

Harris Seybold Co., of Cleveland, 
which manufactures and distributes 
such office equipment as Macey colla 
tors, Harris and Alum-O-Lith presen 
sitized photo offset plates, offset 
presses, and other items, has purchased 
Airtronics, Inc., an electronics firm lo 
cated in Washington, D. C. 

Smith-Corona Inc., Syracuse, N. Y., 
inaker of typewriters and other busi 
ness machines, has moved to acquire 
Kleinschmidt Laboratories, Inc., Deer 
tield, Iil., manutacturer ol teletypewrit 
ers and related communications equip 
ment. Kleinschmidt will function as a 
subsidiary of Smith-Corona if the deal 
1S completed, 

International Business Machine 
Corp., which has just opened a new 
plant in Kingston, N. Y., for the manu 

cture of electric typewriters, has an 


nounced that it will build additional 


{ lit | ’ ' 
ecilities for making typewriters I 
Lex wton, Ky The company has aiso 
mnoun ed the opening OF a commer 


ial data processing center at 310 S. 
Michigan Ave., Chicago. (See story on 
page $6.) 

Price Waterhouse & Co., internation 
a! public accounting firm of New York, 
has merged accounting practices with 
Osborn & Page, public accounting firm, 
of Nashville and Knoxville, Tenn., 
effective July 1. Both organizations 
will operate under the name of Price 
Waterhouse & Co. No change in per 
sonnel is anticipated. 

Dictaphone Corp., manufacturer of 
dictating equipment, has moved its 
New York sales and service headquar 
ters to 711 Third Avenue. 

Mosler Safe Co., New York, has 
purchased Research Products, Inc., of 
Danbury, Conn., manufacturer of elec 
trical and electronic monitoring and 
security devices. No changes in per- 
sonnel were expected. 

American Perforator Co., Chicago 
manufacturer of perforating machines 
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keep your typists happy 


0- ed *K 


Only Dri-Stat gives you Auto-Feed, the ; : 
aoe or unfamiliar technical terms are involved 
automatic fingers that take the paper from 


your hands and feed it into the processor 


at precisely the correct speed. There is no Such re-typing of documents is expensive, too 
possibility of error. And only Dri-Stat gives 


Most clerical workers agree that one of their 
most disagreeable jobs is extensive copy work, 
especially when tabulated material 


It costs more than 5O0¢ per page for simple typing, 
you “Bright-Light’ operation for sharp ; 
photocopies, even in bright office light. and much more when the work is complex 

and slow. Because such work is uninteresting, 


it is often carelessly done. 


The Dri-Stat office photocopy system entirely 
eliminates this unpleasant clerical job 

Dri-Stat copies anything with photographic 
accuracy and produces clear, black-and-white 
copies in less than a minute at less than 9¢ per page. 
There is no chance of error. And anyone can 
operate a Dri-Stat. Controls are simple. Brief 
instructions at the time your Dri-Stat is delivered 
make everyone in your office a photocopy expert 


A complete Dri-Stat office photocopy system is 
inexpensive to buy and operate. Write us 

for full information, or call your nearest Peerless 
distributor and ask to see how Dri-Stat will reduce 


your clerical load, increase your office morale. 


Peerless Photo Products, Inc., Shoreham, Long Island, N. Y. 


0 1 would like to know more about your Dri-Stat Photocopy process 


Please send me your catalog 
0 | would like to see the Dri-Stat operate in my own office under 
my normal office lights. Please have your nearest distributor 


call me for an appointment. 
chy & 
Nome 


ot es ie 
prs 


: ; Street 
‘oa 


City— Zone State 
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here’s every 
file 
drawer 

style 


In addition to sturdy 


No matter 
how you Icok at it 


built-in, long-life features... 


Peerless Filing 


Cabinets 


offer you a particular drawer style to suit 


your particular 


filing requirements. 


Drawers equipped with side-locking follower blocks, 


or metal sway blocks, or suspending guide frames, or insert 


drawers in any 


combinations are all available in the 


complete line of Peerless Filing Cabinets. 


So, when you get particular about a particular drawer 


style... phone 
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your authorized Peerless Dealer. You'll find 


he’s a good man to know. 


PEERLESS 


STEEL EQUIPMENT CO. 


6600 Hasbrook Ave., Philadelphia 11, Pa. 
New York « Chicago + Dallas « Los Angeles 


used in banks, government, and in 
dustry, has been acquired by The He 
ler Corp., ot Cleveland, makers of 
stapling machines and staples. Ameri 
can Perforator will operate as a wholly 
owned subsidiary of Heller. Leo T. 
Norville, Heller secretary, said that the 
new subsidiary may take on new prod 
uct lines in addition to its present 
products. 


Friden Calculating Machine Co.. 


Inc., San Leandro, Calif., has created 

new Integrated Data Processing Di 
vision within the Friden Research & 
Development Department. The new 
division “will be concerned with de 
veloping Friden machines and data 
processing units into advanced sys 
tems.” 

Addressograph-Multigraph Corp., of 
Cleveland, maker of duplicating and 
addressing equipment and _ supplies, 
has acquired The Buckeye Ribbon & 
Carbon Co., also of Cleveland. Buck 
eye will operate as a wholly-owned 
subsidiary and will continue to op 
erate under its present staff officers. 

American Business Systems, manu 
facturer of business forms, is complet 
ing a $500,000 addition to its plant at 
2929 B. St., Philadelphia, which will 
more than double its production ca 
pacity. The plant will contain special 
equipment to produce business forms 
for electronic business systems. 

Spencer R. Stuart and Associates, a 
new professional organization which 
will specialize in obtaining executive 
personnel for business firms, has been 
formed in Chicago, with offices at 38 
S. Dearborn St. 


Books and Pamphlets 


Writing Out Loud, a semi-humorous 
discussion, with cartoon-type illustra 
tions, on how to improve dictating 
habits. One of two new public ations 
in the series produced in connection 
with the Office Equipment Program 
of the U. S. Navy, it is identified as 
NAVEXOS P-1515, Supt. Doc. No. D 
201.2:W93. The other is Techniques 
of Manual Preparation of Spirit Mas 
ters, Index 804.1, prepared by the Navy 
Management Office, identified as Supt. 
Doc. No. D-201.6/7:804.1. soth are 
available from the Superintendent of 
Documents, U. S. Government Print 
ing Office, Washington 25, D. C., the 


first for 15 cents, the other for 10 cents. 
(To page 17) 
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An ‘On the Street’”’ CARRYING CASE 
ECONOMICAL @ ATTRACTIVE SWATCHES 


PERSONA 


CLIPPINGS 
PROPOSALS Wn \\ aa ee 


ARTWORK ‘Ss i ae oe ‘7 e — gcHoo* work 
‘THIS Is SMEAD'S Expaliiens WALLET 
ee in the new leather- a 


ear resistant meterial 


SMEAD’S 
LEATHER-LIKE 
MATERIAL 


. is not affected by humid climate, 
water, perspiration, mineral oil, 
grease, and most detergents. Ink 
spots may be removed from the finish 
by wiping while the ink is still fresh. 
In the event the ink has dried, wiping 


with a damp cloth will remove the ink. 


SMEAD’S LEATHER-LIKE MATE- 
RIAL gives you a new beauty, added 


distinction, smartness and far greater 


Smeads Leather-Lie Material wear resistance than ordinary red 
Resists Snow, Sheet ond Rain sy | wallet stock at the same price. 


ASK YOUR STATIONER 


. to show you Smead's Expanding 
Files, Vertical Files, Vertical File Pock- 
ets, Breast Pocket Wallets, Memo Pad 
Wallets, Policy Wallets—All Made in 
this new leather-like wear resistant 


material, created, manufactured and 


completely fabricated by Smead. dn Vb Set Caring Cae fe 


THE SMEAD MANUFACTURING COMPANY, INC. HASTINGS, MINNESOTA «+ LOGAN, OHIO 
NO. 1-455 
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SMEAD manufactures 
over 3100 filing and 
stationery products. 


Poi’sseoand 
ouT Guice 
No. 1 180- S82 


OUT GUIDE 


od Tad Nah Tid hd ad had 


ae 


PAD STYLE FOLDER LABELS 


SMEAD can supply your every 
filing need. "IF YOU NEED IT 
WE CAN FURNISH IT”. 


HE Smead 
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PEEL 


For Charge-out Records 


pciprae 
THE INDIVIDUA 


; 


_ 
a 
S83: 


WHETHER YOU FILE... Alphabetically, Numerically, Geographically, 


Chronologically, or by Subject Indexing, THERE 1S A SMEAD SYSTEM 
ALREADY TAILORED TO FIT YOUR NEED! 


W 24) 


3) 


TELL-1-VISION SYSTEM 
For Aiphabetical Filing 
Available from 25 divi- 


to 10,000 


L FOLDER 


Note the Two-Pli-Top at the point of 
greatest wear, “Reploce them at 


transfer time,”’ 


AND SPECIFY 


INC.-HASTING 


SEE YOUR LOCAL STATIONER 


SMEAD PRODUCTS 
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(From page 14) 


Electronic Data Processing for Busi 
ness and Industry, by Richard G. Can 
ning, of Canning, Sisson and Associ 
utes, Los Angeles. A 332-page book on 
electronic data processing, designed to 
show how to evaluate this new office 
tool. Emphasis is placed on the im 
portance of determining a firm’s spe 
cin requirements through a systems 
engineering approach, and on fitting 
the available “hardware” to the needs 
of the business. John Wiley & Sons, 
Inc., 440 Fourth Ave., New York 16. 
$7. 

NOMA Bibliography for Office Man 
agement. The twelfth annual bibliog 
raphy of articles and publications con 
cerned with office management, pre 
pared by the National Office Manage 
ment Association. A 48-page book, 
listing about 2000 books and articles, 
giving title, author’s name, publisher, 
page reference, and publication date, 
together with a brie! description of the 
contents of each item. National Office 
Management Association, 132 W. Chel 
ten Ave., Philadelphia 44. $5. 

Office Work and Automation, by 
Howard S. Levin, consultant for Eb 
asco Services, Inc. A book of more 
than 200 pages, written in non-techni 
cal language, to explain to those who 
make the important decisions in busi 
ness what automation in the office is 
and what it means. The author defines 
the scope of the office in broad terms, 
considering “office work” to be equiv 
alent to “information handling.” He 
takes the further view that information, 
to qualify in this sense, is useful data, 
and his book discusses the concept of 
integrated data processing, the func 
tions ol computers, the opportunities 
offered by operations research tech 
niques, as they affect information han 
dling. Space is given also to the pos 
sible changes in personnel and organ 
ization that may follow from techno 
logical advances. John Wiley & Sons, 
Inc., 440 Fourth Ave., New York 16. 
$4.50. 


1956 Vinyl Asbestos Tile Color 
Classification Chart. A four-page chart 
listing the mayor brands of vinyl as 
bestos tiles, with a view to identifying 


1 


the items in ea h line which correspond 
n color and design. Single copies 
without charge. Asphalt Tile Institute, 
101 Park Ave., New York 17. A sim 


, 


ar char ilso offered covering as 


phalt tiles 


AUGUST 1956 


Direct 4-second copies 


1 dy electricity alone! 


needs no chemicals 
or negatives 


All you do is plug it in! The new 
THERMO-FAX Copying Machine ts 
All-Electric. Makes perfect copies of 
your originals—whether typed, printed, 
written or drawn—in just 4 seconds for 
as little as 4¥4¢ per copy. Exclusive new 
process eliminates chemicals, fumes, 
negatives and special installations. Send 
the coupon below for details on the 
money-saving A/l-Electric way to speed 
communications in your office, 


Thermo-Fax 
Duplicating Products 


* The term THERMO FAX is & registered 
trademark of Minnesota Mining anc Mt, 
Co. St Paul 6, Minn General Export 9 
Park Avenue New Yor 16 8 Y In 
Canada P O Gor 75], London, Ontario 


a 
Minnesota Mining & Mfg. Co. 
Dept. KN-86 , St. Paul 6, Minn. 


THERMO-FAX Copying Machine 
Nome 

Company 

Position 


Address 


p---------- 


For More Information From Advertisers Use Readers’ 


City Zone 


——_— or er 


Therme-Fax 


COPTING MACHINE 


gToRY 


Send complete details on the time and money-saving Ail- Electric 


State 
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Here’s the insulated file that has 
EVERYTHING! 
ee 


Herring * Hall - Marvin’s SAFE RECORD FILE, 
certified by Underwriters’ Laboratories and the 
Safe Mfrs. National Assn. 


Sales of this modern on-the-spot protection for office records are growing season by 
season, year by year, and Herring. Hall. Marvin dealers are profiting greatly thereby. 


The line includes two, three and four-drawer modeis, legal and letter sizes. All with 
Class “D’’ Underwriters’ label (Class ‘‘C” at slightly higher cost), and the Safe Mfrs. 
National Assn. one-hour fire label. 


Each drawer is actually a fire-resistive safe. Each drawer has two locking bolts, one 
on each side, ball-bearing and roller suspension, positive stop follower and guide rod. Lock- 
ing is controlled by a key lock on the second drawer. 


Standard finish—Hammered French Gray. Stylite Tan or Mist Green at no extra 
charge. 


NEW, EXCLUSIVE 
DRAWER SUSPENSION! 


Another triumph for Herring « Hall « Marvin engi- 
neers. In recent tests with 80 Ib. load, drawer 
opened and closed smoothly after 50,000 cycles 
This ts equivalent to opening and closing the 
drawer six times a working day for 32 years 


CROSS TRAY FILES 


As shown here, cross-file trays are available for 
all drawers 


Complete catalogue and prices on request 


HERRING * HALL* MARVIN SAFE CO. 


Hamilton, Ohio 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


Supervisory Problems in the Office, 
a sound filmstrip series prepared by 


the McGraw-Hill Book Co., with 
John F. Shafer, manager of the Super- 
visors Development Program, Person 
nel Division, Metropolitan Life Insur 
ance Co., as technical adviser. The 
Films Committee of the National Of- 
fice Management Association collabo- 
rated on the series. Six filmstrips cover 
typical office situations presenting hu 
man relations problems. Solutions are 
not given, since the filmstrips are in 
tended for the “conference-<discussion” 
type of training. Film titles are: “Un 
derstanding Employee Viewpoint,” 
“Error-Correction Talk,” “Motivating 
the Long-Service Employee,” “Orienta 
tion and Induction,” “Combating Job 
Monotony,” and “Excessive Supervi 
McGraw-Hill Book Co., Inc.., 
Text-Film Dept., 330 W. 42nd St., 
New York 36. $8 for each filmstrip; 
$12 for each record: complete Series, 
with Leader’s Manual, $75. 


sion,” 


Integrated Controls Ove 


Business 
Records. A 79-page booklet containing 


the proceedings of the second annual 
Conference on Records Management, 
held last September 19 and 20 by The 
New York University Graduate School 
of Business Administration and the 
National Records Management Coun 
cil. It contains talks by prominent 
executives on such subjects as “Effects 
on Records of a Nuclear Explosion” 
Nevada in 


1955), electronic applications to paper 


(based on tests held in 


work problems, human factors in rec 
ords control, new developments in 


records management, protection ol 
vital records, audio-visual aids in rec 
ords management, and the future of 


records control in management policy. 


Proceedings of the \9th Annual 
Time and Motion Study and Manage 
ment Clinic. Transcripts of talks given 
at the clinic sponsored by the Indus 
trial Management Society at Chicago's 
Hotel Sherman, November 9-11, 1955. 
Subjects covered include time study, 
motion economy, methods, wage in 
centives, and human relations. Indus 
trial Management Society, 35 E. Wack 
er Drive, Chicago 1. $5. 


Planning for Business Electronics at 
The Port of New York Authority. A 
case study by the Controllership Found 
ation, Inc., on the problems of pre 
paring for electronics in the office, with 
a discussion of both the mistakes and 


the successes of an actual undertaking. 


OFFICE MANAGEMENT 
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We also invite a closer look 


The careful buyer looks for flaws in the 
glaring light of day. 

If you have investigated electronic 
data processing for your clerical oper- 
ations and found flaws, we invite your 
closer look in the light of this new 
development from Stewart-Warner 
Electronics: 

New, Desk-Size Data Processing Unit 
This new, all-electronic data process- 
ing unit combines proven large-scale 
digital computer advantages in a ver- 
satile, desk-size package that costs 
little more than the average annual 


For More Information From Advertisers Use Readers’ inquiry Coupon 


wage of four clerks. 

Here is the practical, electronic way 
to automatically handle order process- 
ing, billing, sales analysis, inventory 
control—all routine clerical process- 
ing of data with the highest degree of 
reliability. 

Compact, light in weight, the S-W 
Electronics Data Processing Unit re- 
quires but one-half the power used by 
a toaster—and has even less heat to 
dissipate. 

Want a Closer Look? 
... then let our staff of systems analysts 


help survey your particular data han 
dling problems this 


practical and versatile equipment can 


show you how 


now bring you all the modern econo 
mies of electronic data processing. 
Write on your letterhead to Stewart- 
Warner Electronics, Dept. 42, 1300 N. 
Kostner Ave., Chicago 51, Illinois. 


STEWART 
ELECTROMIES 
CETTE) 4 Division of Stewart-Warner Corporation 


1300 N. Kostner Ave., Chicago 51, ill 
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_ printing job... 


call the Coxhead Man! 


In 15 minutes he'll show you how your 


own office typist can cut printing costs 


40% with Vari-Typer composition... 8 i 


If you use printed price and parts lists, catalogues, office forms, specifications, 
instruction sheets, booklets, house organs, direct mail letters and leaflets... you 
can save up to 40% or more annually with this amazing office type-composing 
machine. It produces professional-looking typography, ready for reproduction by 
offset, mimeo, litho-plate or any other printing process. ..with automatically 
evened margins, perfect line and letter spacing in your choice of hundreds of 
different printer’s style type faces. Send the coupon, and let the Coxhead Man 
show you... in your own office... in 15 minutes! 


Be 


Heads photo-composed on the 
Coxhead-Liner. Text type 
Vari-Typed on the Coxhead 
Composomatic Model. 


COXHEAD CORPORATION 


EE SE ee 
6 
RALPH C. COXHEAD CORPORATION * 720 Frelinghuysen Ave., Nework 12, N.J. 


[| Please have the Coxhead Man phone for a convenient appointment 


| | Please send me your Vari-Typer Booklet C79 
9 NAME 


COMPANY 


STREET 


city ZONE STATE 
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The first of a series of case studies, it 
was chosen because of its general ap 
plicability in guiding other companies. 
Controllership Foundation, Inc., 2 Park 


Ave., New York 16. $4. 


Work and Authority in Industry, by 
Dr. Reinhard Bendix, associate profes- 
sor of sociology and associate research 
sociologist, Institute of Industrial Rela- 
The 


first book in a new series of industrial 


tions, University of California. 


relations studies to be prepared by the 
Institute. A 466-page volume concern- 
ing relations between employers and 
workers, it is subtitled “Ideologies of 
Management in the Course of Indus 
trialization.” John Wiley & Sons, Inc., 
440 Fourth Ave., New York 16. $7.50. 


How to Communicate Policy and 
Procedure, by Joseph D. Cooper, execu 
tive assistant to the Deputy Postmaster 
A 224 


yage book in a multi-ring binder cov 
pag £ 


General of the United States. 


ering instruction systems, including 


planning, organizing, and integrating; 


how to write and explain effectively, 


and other related matters. National 
Foremen’s Institute, Div. of Vision, 
Inc., New London, Conn. $12.50. 


Programming for Business Compu 
ters, a home-study course for people 
without technical training or experi 
ence. Included are techniques for de 
veloping and programming electronic 
systems for payroll, accounts receivable, 
inventory control, and other business 
Electronics, Inc., 
P. O. Box 3330, Rincon Annex, San 
Francisco 19. 


functions. Business 


Vanual of Excellent Managements, 
1956. The latest in an annual series 
of analyses of the management struc 
ture and activities of prominent corp- 
orations, conducted by the American 
Institute of Management. Companies 
are rated on the basis of the following 
factors: economic function, corporate 
structure, health of earnings, service to 
stockholders, research and development, 
directorate analysis, fiscal policies, pro- 
duction efficiency, sales vigor, and ex 
ecutive evaluation. Approximately 400 
COM panies considered to have excellent 
managements are listed, together with 
company officers, name of financial aud 
itors, location of company, number of 
employees, number of stockowners, and 
other information. Breakdowns by in 
dustry and geographical location are 
Institute of 


125 E. 38th St., New 


also included. American 
Management, Inc., 


York 16. $20. 


OFFICE MANAGEMENT 


es _ 
Te on 
: Fae 
re 
a ie 
mme 
ae 
before tackling . «Ge > 
he ¥ Z . ae 1 ea " 
ide : 4 : a, 7 ea suas "ei i... 
eh F % a . . Vu Feels 
; 7 yey | a ee ee" ‘ ri fot ey 
: . ’ eee ‘ ee 
é that next We 5 gia F : a , 
oe" ‘ee ete ume nae 
oe ae i ¥ rans ou on ay Al cg a " ad 
Ber as: oe ie u a 
< , ae i 2 . 
& ee 4 , 
ge Ps ee rs, ee 
4 : f ee fa 4a 
Sg es" eat gen r pce ‘ ‘ ‘Wee. 
’ i _ Scaeeet Be ¢ on ‘sc ae 4 -. s 4 Be. 
ia : ae a + Oe a ; % ates, 
; . peo, F “— . s Bete , . 
: i far: fev i= 
a F Sl a es ba , - Pas, aor 
. a a ae a a * < i a 
oe Tf Be oa oe be 4 —_ 
f Pee elle : mee 
eae ee feat Eo me 4 ae 
ay ae ee 2 -; a ; . 
= oe * ~ 
bey a we a “= pe fi 
' iii e 7 ? 
oy ee a - = ae ——— r 
: “a — < : Ba ae ‘ 7 
A 7 - 
| Ctr 
7 a | | ————_—_—_—_———— 
é po 
eS eseeeeeeeeeeeeeaneas ; 
: i , 
as 
i: 4) 
| 
* 
a, “T 
rs 
| | See a 
be : _ . ¢ J ie . q = ee 
‘ > ae : 4 na =. -¥ woe, aaa hy eR PA a Me MOT ae ; 
“i, * ie ‘2 i + ce Ma Ps J 7 ~ C8 pee pe > ‘as 4 — a _ _— _ a a 


APPLYING RECORDAK MICROFILMING TO BUSINESS ROUTINES—No. 19 in a series 


ms 
ie : ‘ 7 


Easy to keep track of 550,000 Lions 


with Recordak M wrofilming 


At Lions International Headquarters, ( hicago, com- 
plete facts about 12.525 Lions Clubs in 75 countries are 


on Recordak Microfilm—ready for immediate reference 


in Recordak Film Readers. 


Hours are saved daily in answering Club inquiries 
about memberships, anniversarics, and Lions ( lub ac- 
tivities the 


world over. Consider the latter 


picture the bottleneck if paper records had 
to be 


just 


searched: in a single Lions 


wm Clubs successfully completed 170,250 


year 


separate activities boosting Community 
betterment, sight conservation and a 


host of other worthy causes. 


But Headquarte rs—with the aid 
of Recordak Microfilming—has the 
whole story at its finger ups... 
facts 
promptly, which leads to 


can forward 


and figures 


unified, progressive action. 


“Recordak” is a trademark 


SRECORDEK 


(Subsidiary of Eastman Kodak Company) 
originator of modern microfilming— 
and its application to business routines 
iC GUST 1956 


For More Information From Advertisers Use Readers 


Recordak Microfilming also saves 
$15,600 per year in filing space. An 
estimated 3,900 sq. ft. was saved in 
Lions International’s new he adquarte rs 
the 
Recordak Microfilm. And this action, too, protects vital 


by putting Lions history 


on 


records as never hefore against mishling and other losses. 


Re ordak 
Microfilming is cutting costs for more than 100 differend 
types of business, thousands of concerns. 


Only another example, this, of the 


way 


A valuable free booklet, “Short Cuts That Save Mil- 


lions.” shows how it can trim your costs, too—let you 
take up to 80 pictures for 1¢; do away with manual 


record kee ping on job after job. 


———- MAIL COUPON TODAY -~—<———— 


RECORDAK CORPORATION 6-8 
(Subsadiary of Eastman Kodak Cr mpany) 
415 Madison Avenue, New York 17, N.Y, 


Gentlemen: 


Please send free copy of “Short Cuts That Save Millions.” 


Name 


, 
Position 


Company 


Cee eee eee aeem 


Street a 


Caty 
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NOW IN PREPARATION 
THE 1957 OFFICE MANAGEMENT 


YEAR BOOK 


To Be Published As 


An Additional BONUS ISSUE 
of OFFICE MANAGEMENT 


THE YEAR'S BEST 
ADVERTISING "BUY" 
In the Big Office Field 


LONG LIFE FOR YOUR MESSAGE—The 
Year Book with its exhaustive reference in- 
formation will be used throughout the year. 
Whenever, wherever referred to, your mes- 
sage and catalog information will be there 
to tell your story. 


DYNAMIC ... EXPANDING INFLUENCE 
—The influence of OFFICE MANAGEMENT 
in America's large office field is dramatically 
demonstrated by its unparalled growth and 
acceptance. Its paid circulation has grown 
from 11,000 in September, 1953, to 15,500 
in September, 1954 to 21,000 in September, 
1955 .. . to 23,000* in May, 1956 


BONUS CIRCULATION—The Office Man- 
agement Year Book Issue (nd your adver- 
tising message) will have the largest circula- 
tion of the year... the regular 23,000 paid 
subscribers plus an additional bonus of over 
7,000 copies to meet the special demand for 
this once a year reference book—for a total 
of more than 30,000 circulation. 


NO INCREASE IN RATES With al! these 
plus values there will be no increase in rates 
for advertising in the Year Book. Your earned 


contract rates in Office Management apply 
* Subject to ABC Audit, 


The reception of the first annual YEARBOOK published 
in January, 1956, confirmed the ever-increasing need for 
an annual review of the fast-moving trends . . . of the 
revolutionary changes that are taking place in office tech- 
niques and in the vast number of types of machines and 
equipment. 


When published as a regular issue, the overwhelming 
Yearbook material crowded out some of the regular cur- 
rent features. 


OFFICE MANAGEMENT has therefore decided to make 
the YEARBOOK a separate bonus issue for our readers 
to give them the vast store of reference material without 
affecting the twelve monthly numbers of OFFICE MAN- 
AGEMENT, with their current news and regular editorial 
features. 


The OFFICE MANAGEMENT YEARBOOK is now in 
preparation and will be published in March. 


ADVERTISERS—In planning your schedule for 1957, ar- 
range now to include the OFFICE MANAGEMENT 
YEARBOOK in order to benefit by your earned contract 
rates. For instance, if you arrange a schedule for six inser- 
tions in the monthly issues of OFFICE MANAGEMENT, 
your 7th or YEARBOOK insertion will enjoy the six- 
time rate . . . with a 12-time schedule in OFFICE MAN- 
AGEMENT, your 13th or YEARBOOK insertion will en- 


joy the 12-time rate. Forms for the YEARBOOK will close 
January 15. 


office 
management 


The Magazine for Management Executives 


212 FIFTH AVENUE NEW YORK 10, N. Y. 
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People in the News 


]. W. Mackie and H. ]. Perkner have 
been appointed comptroller and assis 
tant comptroller, respectively, of Dela 
ware Power & Light Co., Wilmington. 

Vorman G. Ross, George R. Worls, 
and Jack W. Conkel have been named 
secretary-treasurer, assistant treasurer, 
and assistant comptroller, respectively, 
of Hazel-Atlas Glass Co., Wheeling, 
W. Va., and H. G. 


vice president and secretary, has be 


Lewis, formerly 
come executive vice president. 

George Ek. Weber, of Ferro Corp., 
Cleveland, has been elected a _ vice 
president, and will continue to serve 
as treasurer. 

David W. Wallace has been elected 
vice president and secretary of Alle 
gh iny ( orp., New York. 

John G. Jaeger has been elected sex 
retary of Glen Alden Corp., while 
Robert S. Knapp has been made trea 
surer and 
George N 


newly created position of financial as 


assistant secretary and 


England has assumed the 


sistant to the president. 


L. C. Stowell, board chairman of 
Underwood ( orp., has been reelected 
for a one-year term as a member of 
the National Industrial Council Board. 

Sidney M. Bleecker has been named 


executive vice president—sales, for 
Bleecker Steel Products Corp., a new 
company manufacturing steel shelving, 


lockers, cabinets, etc. 
Randolph B. 
named controller of Control Instru 
ment Co., Brooklyn, N. Y., subsidiary 
of Burroughs Corp. 
Rex W. William H. 


Chisholm have been elected vice chair- 


Marston has been 


Hovey and 


man of the board and president, re 
spectively, of Oxford Paper Co. 
Leu's R. 


president ot 


Sanderson has retired as 
National Gypsum Co., 
Suffalo, and has been succeeded by 
Fred A 
vice president. 

William 
elected vice president—administration, 
The Mosler Safe Co., Hamilton, Ohio. 

Edward Smith has been named con 
troller of Landers, Frary & Clark, New 
Britain, Conn. 


Manske, formerly executive 


A. Marquard, |r. has been 


Hiel C. Pugh has been appointed 
director of industrial relations for Na 
tional Can Corp., Chicago. 


(To page 61) 
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Coming Events 


Conference on Records Management. 
New York, September 17-18. 
Sponsors: National Records Manage- 
ment Council, Inc.; Graduate School 
of Business Administration, New 
York University. Place: New York 
University. 


AMA Personnel Conference. 
York, September 17-19. 


Sponsor: American Management As- 
sociation. Place: Hotel Statler. 


Instrument-Automation Conference. 
New York, Sept. 17-21. 

Sponsor: Instrument Society of Amer 
ica. Place: New York Coliseum. 


AIA Annual Meeting. 
tember 22-27. 


Sponsor; American Institute of Ac- 
countants, Place: Olympic Hotel. 


Seattle, Sep- 


Conference on Training in Business 


25) 


(To page 


HERE'S STAPLING EQUIPMENT 
THAT WORKS AND WORKS NO 


HARD YOU USE iT! 


ACE CLIPPER 


MATTER HOW LONG OR HOW 


CABADA, CABADIAN STAPLES (1D. 6705 Gpper Lachine Lend Bontrest 78+ 758 Wellece Ave, lerente 


ACE Staplers work hard, day after day, for 
many years. Machines we made over 25 years 
ago are still in active daily use. What a trib- 
ute that is to the extreme precision and dura- 
bility of these remarkable ACE Fasteners. 
Five attractive models offer a better Stapler 
at the price you wish to pay. The ACE Staple 
Remover and ACE Stronger Staples are fitting 
companions to the ACE Machines you 

buy. Ask your nearest dealer to show 

you the complete ACE line, today! 


SOLD THROUGH DEALERS EXCLUSIVELY 


o 
\* 
t ? 


at 


ace 
STAPLE REMOVER 


s > 
f. 


ACE STAPLES 


For More Information From Advertisers Use Readers’ inquiry Coupon on Last Page 
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BUY 
the OFFICE of TOMORROW 


-..- FODAY 


An Arnot-equipped office is as 
adaptable to today’s needs as it is to 
tomorrow's expansion problems. 


Arnot furniture and partitioning 
components tailor-fit the work-station 
to the worker and to the available 
floor space ... their unique flexibility 
allows for future change and changing 


From a single inventory of Arnot 
components, your Arnot dealer can 
Supply you with PARTITION-ettes*' 
and Modular Furniture, OFFICE-ettes*, 
conventional desks and tables, 
conference and overhang desks, 
executive office furniture, bookcases 
and storage units—all this in 

either STEEL or WOOD. 


AETNA STEEL PRODUCTS CORPORATION 
Arnot-Jamestown Division 
730 Fifth Avenue, New York 19, N.Y. 
Gentlemen: 


To receive this colorful 
brochure showcasing 
Arnot Modular Furniture, 
PARTITION-ettes and 
OFFICE-ettes, fill in 
and mail coupon. 


I'd like to know more about the Arnot furniture com- 
ponents and PARTITION-ettes and receive literature. 


NAME iidieghhiapaniiniameaeenien§ ¥E Bee 
FIRM NAME — 
ADDRESS — 


eo ae a 
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(From page 23) 
and Industry. Lafayette, Ind., Sep- 
tember 26-28. 
Sponsor: Purdue University. Place: 
Purdue University. 


National Supervisory Development 
Conference. St. Louis, Sept. 27-29. 
Sponsor: National Management As 
sociation (formerly known as the Na 
tional Association of Foremen). Place: 
Sheraton-Jefferson Hotel. 


CIA National Conference. New York, 
September 30-October 3. 

Sponsor: Controllers Institute of Amer- 
ica. Place: Waldorf-Astoria Hotel. 


Cincinnati Business Show. Cincinnati, 
October 9-11. } 
Sponsor: Cincinnati Office & Business 


Equipment Show Committee, Inc. 
Place: Hotel Sheraton-Gibson. 


NIGP Annual Conference and Prod- 
ucts Exhibit. Chicago, October 14-17. 
Sponsor: National Institute of Govern 
mental Purchasing, Inc. Place: Conrad 
Hilton Hotel. 


AMA Office Management Conference. 
New York, October 15-17. 

Sponsor: American Management Asso 
ciation. Place: Hotel Sheraton-Astor. 


National Business Show. New York, 
October 15-19. 

Sponsor: Ofhice Executives Association 
of New York (New York ¢ hapter ot 
the National Office Management Asso 
ciation). Place: New York Coliseum. 


ABA 82nd Annual Convention. Los 
Angeles, October 21-24. 
Sponsor: American Bankers Associa 


tion. 


SPA International Systems Meeting. 
Philadelphia, October 22-24, 

Sponsor: Systems and Procedure \ 
sociation of America Place Hotel 


Bellevue-Stratford. 


NBFA_ Eleventh Annual Conference. 
Rye, N. ¥., October 29-November 1. 
Sponsor National Business Forms As 
sociates Place 


( lub. 


Westchester Country 


IMS Time and Motion Study and Man- 
agement Clinic. Chicago, October 31- 
November 2. 

Sponsor: Industrial Management So 
ciety. Place: Hotel Sherman. 


AMA Finance Conference. New York, 
October 31-November 2. 
Sponsor: American Management As 


sociation. Place: Hotel Roosevelt. 


AUGUST 


1956 


with the EDITORS | 


IN THE second instalment of the 
report on the National Office Man 
agement \Association’s recent conter 
re 41) 


ence in Philadelphia (see pa 
it's noted that one session on the 
crowded program proved sO popu 
lar it had to be repeated in order to 
accommodate everyone who wanted 


to attend 


FORMS CONTROL was the sub 
ject: Frank Knox, of the Frank 


Knox Co., Cleveland, the speaker 


WHY should forms control prove 
so exceptionally intere sting on a pro 
gram that was devoted to subjects 
of interest to the office? It's a poin 
that interested us. It also intrigued 
Mr Knox, who told us in a recent 
conversation that neither he nor 
NOMA anticipated anything like 
the crowd that turned out for this 


' 
particular session. 


HIS interpretation 1s this: follow 


e first wave of over Opumisimn 


«a 
ing ti 
n which automation was viewed as 
roblems 


\ 
1 maynt solution to all j 


office administrators hav ome to 


realize that automation in only 
ome to a hou that » orders 
AUTOMATION in on ve but 
ma building block principle in the 
Olt All the computer j eation 
‘ not aid a nt in I h h 


NMAA Electronic Business Systems 
Conference. San Francisco, Nov. 8-9. 
Western Region, National 

Accountants 
Place: Sheraton-Palace Hotel. 


Sponsor 


Machine 


Association. 


AFC 23rd Annual Convention and 
Sales Finance Show. New York, No- 
vember 8-9. 

Sponsor: American Finance Confer 


ence, Inc. Place: Hotel Commodore. 


AMA Insurance Conference. Chicago, 
November 14-16. 
Sponsor: American Management Asso 


ciation. Place: The Palmer House. 


not standardized its procedures, 
which follows one routine in one 
part of the othee, a totally different 


ind conflicting routine in another, 


IN THIS CONNECTION, it's in 
teresting to recall that the Sylvania 
Electric Company's planners, when 
they first projected their company's 
data processing center, the opening 
of which is reported on page 3%, 
stipulated that the center would be 
part of a three level operation, in 
which all parts ol the company 
would have to be geared to the prin 
ciples of automation. On the lowest 
clerical working levels of the com 
pany, the field sales offices, the ware- 
house offices, automation was to be 
achieved by two of the oldest tech 
niques of scientihe management 
work simplification principles, and 


forms consolidation. 


WE feel the attendance records at 
the Forms Control session in Phila 
delphia show that office executive 
across the country have le immed that 


the only way you can build inything 


is rom the bottom up that first 
" 1 | 

principles are the omy idl founda 

on or any machine ever created 


{2 obet™ —— 


R port Reeman, Vana / I ditor 


Thomas V. Murs | ditoran-Chiel 


Office Automation Conference. New 
York, November 26-30, 


Spon cor 


Fordham University School 


of Business. 


Automation Exhibition. New York, 
November 26-30, 

Sponsor Richard Rimbach Associates 
Inc. Place: Trade Show Building 


1956 Eastern Joint Computer Confer- 
ence. New York, December 10-12. 


Spon or Institute of Radio | nyineers; 


American Institute of Electrical Engi 


Ma 


neers; Association tor Computing 


chinery. Place: Hotel New Yorker 
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Wish VA 


VICTOR VISIBLE 


Keeps pace with your growing business 


Victor Sectional Visible— 


Does away with “time out” for record expansion. 
The simple addition of a new Victor steel section 
on top of the ones you have, gives your visible 
record system added capacity. No need to tie up 
needed capital in expensive record equipment that 
your “guesstimates” say you’ll need in the future. 
Buy only the capacity you need and let your records 
grow with your business — with no “time out.” 


Victor Steel Sections are available for 5x3 cards 
with 55 pockets, for 6x4 cards with 51 pockets, 
and for 8x5 cards with 47 pockets. Victor colored 
signals can be used to give you instant information 
at just a glance. Select from Grey, Green, or from 
Standard Grained finishes. 


VICTOR : ) 
ee 315 FOURTH AVENUE - NEW YORK 10, N.Y. 
For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page OFFICE MANAGEMENT 
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AUGUST 1956 


editorial 


In memoriam 


THOMAS JOHN WATSON, Chairman of the Boards of Internationa! 
Business Machines Corporation and IBM World Trade Corporation, who 
died in June at the age of $2, witnessed within his lifetime many of the most 


dramatic changes that have ever taken place in American business. 


Many men could say that. There are few of whom it could be said, as it 
can of Thomas Watson, that they were responsible for many of the 


T most 
significant of these changes. 


A dozen editorials could be written on the vast improvements in business 
procedures made possible by the machines Thomas Watson developed and 
introduced, But we'd like to speak of another of his contributions—the 
primary emphasis he gave to human values in all his dealings, with his 


employees and with the public, here and in all the nations where IBM operates, 


We feel the most indicative of a hundred incidents illustrating this quality 
is the fact that, during the years of the great depression that began in 1929, 
IBM did not lay off workers. Instead, it hired salesmen. When sales still 
failed to match the company’s output, IBM went on making parts not needed 
lor current production to keep its workers employed. 


That type of social responsibility was not common when Mr. Watson 


entered the business picture. It is not universal today. But anyone aware 


of the American scene at all must acknowledge the tremendous changes of the 


last few decades in management's recognition of its responsibilities to its 
employees. IBM, under Thomas J. Watson, did as much as any company 


in America to prove that business success, and responsibility to the people 


dependent on business, are not incompatible This may well prove the most 


lasting of the many memorials that could be erected to Thomas J. Watson, who 


} l- " 
velped to change the business world in so many ways. 
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A small computer, the Burroughs E-101, which could cover its rental by one application, was selected 


Small office 


in 


new approach to computer 


Guaranty Trust uses small computer to take over exist- 


ing routine, to train employees in programming. and to 


explore further electronic applications 


A RAPID and dramatic transition 
from manual to advanced electronic 
methods without an invasion of tech 
nicians, sweeping revisions of proce 
dures or heavy capital costs was 
achieved recently in the Loan Division 
ol Guaranty Trust Company of New 
York. 

The Loan Division of Guaranty 
Trust Company of New York handles 


an enormous dollar amount of business, 


28 


but, since Guaranty is primarily a com 
mercial bank, a relatively small num 
ber of transactions each day. 

It has now moved in record time 
from no mechanization whatever to 
an electronic data processor application 

Guaranty has been a pioncer in the 
application of mechanical and elec 
tronic processes, with mechanization of 
its large Personal Trust Department 


dating back to the early °30's. It also 


large bank demonstrates 
installations 


was one of the earliest users « 1 
punch card check system for dividend 
disbursements. 

In applying electronics for the first 
time to the Loan Division, the bank 
Research and Development team select- 
ed a machine that could be utilized in 
the existing system, so that change-over 
could be accomplished quickly and 
smoothly. 

Guaranty Trust determined in ad 
vance that one application could bx 
programmed with a minimum of dit 
heulty on a computer. The computers 
rental cost could then be immediately 
evaluated in terms of this one applica 
tion. 


OFFICE MANAGEMENT 
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The machine chosen was primarily 
justified in terms of speeding, combin 
ng, and making more accurate proc 
esses the bank was already using: was 
used in effect as a sort of hyper efficient 
accounting machine. Beyond immedi 
ately assuming an existing work load, 
available for 


the machine would be 


other applications. Personnel, more 
over, could familiarize themselves with 
the capabilities of computers generally, 
they would more or less “learn by 
coing” as a prelude to further com- 


puter applications. 
Small complete unit chosen 


Because of its simplicity, its relative 
ly low rental cost, and the fact that it 
was more than capable of handling the 
application first to be “automated” 
loan bookkeeping, the recommendation 


was that the bank rent a Burroughs 


E-101 electronic data processor. This 
followed a check at the Burroughs 


Corporation plant in Philadelphia at 


which Burroughs technicians pro 
grammed the machine to duplhic ate the 
basic, repetitive operations carried out 
by the loan bookkeeping department. 
Figuring that the machine would make 
bookkeeping entries, including interest 
ilculations, at the rate of 100 an hour, 
and that the normal load of trans 
actions of the loan bookkeeping de 
partment ran between 300 and 400 a 
day, the research team determined that 
the E-101 system could accomplish in 
15 man hours the work that under a 
“manual” system had required 51 man 
hours daily. 

On this basis alone, it was felt that 
the E-10] could justify its rental by 
the bank, besides which it would give 
the bank the opportunity to learn more 
about possible further uses of electronic 
data processors. 

The machine was installed on the 
first of May; it was preparing bills for 
monthly payments on loan accounts by 
the end of the month. At first the com 
puter preparation ot statements was 
run as a parallel operation to regular 
billing methods, but as soon as it had 
proved out on the end of the month 
statements, the entire load was put on 
the data processor. 


The bank’s primary goal was to get 


practica experience with ane 


computer and to achieve an immediate 


" pay off (;uaranty determined that 


+} ] ] 
aL omputer could pay for itseil 


| in 


applied in 
1 ’ 
SIM ply with some ip 


one area, that could be 
that area quite 


wopriate methods revision, and it de 


? 
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The installation ix used to train 


cided that this application would sup 


ply economic justification. 


New approach practical 
This proved to be a practical ap 
proach to installation of a computer, 
even though it is an approach which 
could only be recommended in the 
case of a small machine like the E-101, 
which, because of its low rental, can 
cover its Costs by one mayor applica- 
tion In the past most companies pre 
paring for electronic data processing 
installations have done one of two 
things. Some have ordered computer 
on the basis of sketchy and inadequate 
studies, and have then found that the 
computer lay idle for months or even 
years while the company entire sys 


tem had to be revised to fit the com 


puter methods of operation (nhers 

nave indergone extensive system re 

ision first, and then programmed 
, P 

everal operations tor the computer, 


! 


bank employees in programming 


Only alter programming was complete 
was the computer installed, 

Guaranty Trust's approach was to 
equate a conyputer against a relatively 
simple operation whi h il could handle 
easily, and to start with a small scale 
computer which could pay for itself 
in terms of that one operation alone. 
It justihed its computer basically as 
caleulat 


When 


could 


an extremely high-powered 


inp and accounting mac hine. 
it was shown that the F-10] 
serve that function efficiently, Guaranty 


Trust rented the 


processor with the 


thought that its people could learn for 


themselves what further clectronics 


epplications might be feasible. 


Advantages of the Guaranty Trust 


approa h it is fast, it 4s economical. 
The E-101 rents for $1,000 a month 


I¢ the machine simply performed the 
operation tor which it was originally 


cheduled, if it were never used to 
orient bank personnel to electronics or 


tor other applications, is cost 


} could 
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be justified in terms of man hours 
saved, even in an operation employing, 
as loan bookkeeping does, only twenty 
people. Moreover the rental cost can 
be applied against purchase price. 
Therefore, on the basis on which Guar 
anty Trust ordered the machine, it had 
comparatively little to lose. If the 
E-101 did not handle the operation 
satistactorily, if the runthrough of 
loan bookkeeping operations it had 
performed so well at the factory did 
not work out so well in practice, the 
arrangement could be terminated. If, 
on the other hand, the machine per 
formed satisfactorily (as it has) the 
primary tunction for which it had been 
ordered, then the bank could buy it 
after its usefulness had been proved in 
operation, 


And the bank had for its experimen 
tal work a small but complete com 
puter on which it could try out other 
possible computer applications. 


Basically, on a loan transaction the 


E-101 performs the posting and check 
ing operations formerly performed at 
Guaranty Trust by bookkeepers, and 
accumulates and prints control totals 
for all daily operations as well. Thus, 
on all standing loan accounts, tickets 
of entry are prepared for any principal 
change as such changes occur. These 
tickets are checked in the originating 
department, and are then routed on 


te Loan Bookkeeping for entry on the 
Block Journal. 


Several classifications used 


Loan ledger cards are broken down 
by several classifications, and each 
ticket carries a code number indicating 
the classification to which it belongs. 
All loan tickets each day are broken 
down by classification and totals in 
each classification are entered on the 
Block Journal. Then they are routed 
on to the data processor, where, broken 
down by alphabetical sorts in each loan 


classification, they are posted to the 


External pinboard controls make it simple 
to change programs on the machines, faci- 
litate training of clerks in programming 
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account by the computer. Totals within 
each classification are accumulated for 
control purposes on the computer, 

The operator enters the old principal 
balance, old accrual balance, and old 
interest receivable balance, and new 
increase or decrease in the loan, on a 
loan ledger card inserted in the ma 
chine. The E-101 then automatically 
adjusts the old principal balance, and 
prints on the ledger card the new prin 
cipal balance. The operator enters the 
rate of interest applying to the particu- 
lar account or transaction. The machine 
automatically computes and prints the 
interest on the transaction to the end 
of the accrual period. If interest pay 
ments on a standing loan balance have 
been made with the new principal 
change in the loan, the machine will 
compute and print the new interest 
due balance, reflecting the amount of 
interest for the new accrual period 
on the principal change, plus any 
unpaid interest from the old accrual 
period, and less any interest that has 
been paid at the time the principal 
change in the loan balance has oc 
curred. The machine carriage then 
shifts itself over to the first column of 
the ledger card, and prints the new 
principal balance, the new acorual bal 
ance, and the new interest due balance, 
reflecting in each case the adjusted 
figure for the entire account. 

After all loans have been posted in 
this fashion within each classification, 
the machine accumulates totals for: 

1. Debits to loan principal 

2. Credits to loan principal 

3. Interest payments made—interest 
refunds made 

4. Net change to interest accrual 

5. Amount of principal that has 
been balance transferred 

6. Each of seventeen industrial classi- 
fications 

7. Each of ten district classifications. 


These totals are posted to control 
cards, Controls maintained are prin- 
cipal amount of loans, amount ot in- 
terest receivable, interest accrual for 
period, and balances transferred. Bal 
ince transiers means computing the 
interest accrual for the new accrual pe- 
riod on the principal balance from the 
first day of the accrual period; this is 
also carried out by the E-101. It is 
done immediately and automatically 
on a principal change coming through 
on an entry ticket as it occurs, batched 
and done once a month on accounts 
on which there is no major change 


during the month. (To page 44) 
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How to vive real meaning to your 
merit rating systems 


. oes ‘ , wii ' ‘nN gener: dtr: ‘ lect- 
Classifications that are too generalized, variations among oe or ten . ner _— tr ond ire - ‘ 

. ° ° cd as rating tactors. In addition to ver 

raters are some of the flaws un the average meru rating satility, dependability and personality 

system: here's a pattern for greater precision— (mentioned above), factors frequently 


found are: 
by Eugene J. Benge 


Quality of work 
Benge Associates, Asheville, N.C. 


Quantity of work 
ANY EXECUTIVE who has worked ice—a worse measuring stick even than Appearance 
with the usual type of merit rating soon merit rating, but one which at least Health 
comes up against four devastating lim has demonstrable measurability. Energy 
itations: Under normal merit rating practice, Initiative 
1. Rating traits such as “versatility,” 


“dependability,” “personality,” etc., are 


too vague and generalized. 


2. Raters vary. Some raters are strict, 


some lenient. FIGURE ] _ 
3. Large percentages of employees 


is sek ao ee USUAL DISTRIBUTIONS 
“good,” when a numerical grading sys OF RATINGS 


tem 1s utilize d, 


under a five, or a ten, 


4. Over successive years, raters be gradation system 


come increasingly lenient, until rating 


procedures become a perfunctory thing, 


perhaps a necessary evil in order to get 


some employee a raise. 
Emplovees like the merit rating prin 
mploy like tl ‘ g pr 


ciple, but if they understood how 


i sf i 

imperfect and unjust the practice can POOR FAIR AVERAGE GOOD EXCELLENT 
be, they would be likely to reject it. % Five sub-divisions 1 (1%) 2 (7%) 3 (13%) 4 (60%) 5 (19%) 
% Ten sub-divisions 11.1%) 219%) 319%) 414%) 515%) 610%) 71.27%) (99%) 9ON%) 1OLO%) 


Unions have opposed merit rating, and 


have tended to substitute length of serv 
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FIGURE 2 
DISTRIBUTION CURVE 


Divided into deciles 
(10 equal areas) 


~ 


Le SS a © 
eS SS 


48 52 56 60 64 68 72 76 80 84 88 92 %6 0 
Total Rating 


FIGURE 3 
DISTRIBUTION OF TOTAL RATINGS 


15 Under analytic merit rating plon 


( Arrow denotes median ) 


r=) 


NUMBER OF CASES 


err 4 
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TOTAL RATING 


FIGURE 5 
FOUR FOLD TABLES 


Showing Correlation between Each Sub-score and Total of other 
Four Scores Using percentages above and below medians 


_ + +. 
Work 


Personal Traits Quality of Work 
_ + — + 
if 


Ability Specialization 


Supervisory 


Knowled 
Skill 


Potentiality 


ge 


Ambition 
Supervisory ability 
Each one is usually rated either on 
1. A numerical scale—I to 5, 1 to 6, 
1 to 10, 1 to 100. 
2. A judgment scale such as Excel 
lent, Average, Below Average, Poor. 
Figure | shows the typical distribu 
tion of ratings on a | to 5 or 1 to 10 
basis. Either curve is severely skewed, 
its high point (mode) at position 4 on 
the | to 5 scale, at position 8 on the | 
to 10 scale. Very few ratings (some 
times none) are found at position 1. 


Raters unjustly blamed 


We have blamed the raters, have 
given them forced choice, ranking, 
paired comparison, obligatory percent 
ages and other devices designed to 
whip them into submission. In essence 
we have put a blunt axe into their 
hands and tried to insist on getting 
fine shavings. 

Statistically we have been equally 
foolish: we have said that an employee 
who scored 80 was better than one who 
scored 79, blithely disregarding the 
mathematics of significant differences. 

Three years ago, we undertook to 
develop a system which would over 
come the four limitations listed above. 
sriefly, the devices used were: 

To overcome: 

1, Generalized rating traits 
We used this device: 

1. One hundred specific rating traits 
which however could be summarized 
under five or ten generalized traits like 
personal traits or quality of work 
To overcome: 

2. Some raters strict, some lenient 
We used this device: 

2. Tables to discount lenient raters 
and enhance strict raters to the com 
pany average 
To overcome: 

3. Large percentages rated excellent 
or good 
We used this device: 

3. Original ratings translated into 
deciles, so that 10 per cent had to re 
ceive a rating of “1” 

To overcome: 

4. Raters becoming increasingly le 
nient 
We used this device: 

+. Higher discounting table; explana 
tions to raters that no advantage en- 


sued from allotting higher ratings, since 
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they would be discounted to the com 
pany average 


Specific rating items 


Here are typical specific rating items: 
Personal Traits 


1. Rarely gets excited 
2. Is sarcastic 
3. Smiles readily 
Ouality of Work 
1. Shows high mechanical skill 
2. Is inaccurate 


3. Takes great pride in his work 


The rater decides about each specific 


item: 

Y—(yes, he 
high degree ) 

U—(he 
usual degree) 

N—(no; he lacks this trait) 

(unknown or does not apply to 

employee in his job) 


trait in 


possesses this 


possesses the trait in the 


Theory of deciles 


The theory of deciles is illustrated in 


Figure 2. 


The ten areas are equal, but 


the distances on the base line are not. 


Any total rating up to 62 is allowed a 


“1” decile: from 63 to 67, a “2” decile, 


etc. We can say this another way: 10 
per cent of employees score 62 or less; 
another 10 per cent score from 63 to 
67, inclusive. 


We can set up five suc h distributions 


tor raters averaging: 


91 to 100....Very lenient 

84 to 90....Lenient 

80 to 83....Normal (average) 
67 to 79... .Strict 

Up to 66....Very strict 


By figuring the deciles for each dis 


tribution, we get five tables, as above 


Using actual tables at hand, we find 


that an original score of 83, if under a 


Very lenient rater yields a decile of 


Norma! rater yields a decile of 6 
Very strict rater yields a decile ol 


Here we have a way of offsetting the 


last three limitations listed above. 


Figure 3 shows a distribution of 


total ratings under the plan. Contrast 


ng this distribution with | igure 1, we 


ee that we have, indeed, avoided large 


percentages in any one grouping. Note 


' 


particularly the shape of the smoothed 


urve which could be expected ii 


we 


had had more cases. 


i «fb } } 
Figure ’ nows that the same gen 


, ‘ , . 
ral distr mition applies to the sub-lac 


possible exception ol 


a on oon 4 , 
yppervisory ability, which has a small 


, , , 
pread. Actually, this is a vote for the 


plan, 1.¢., supervisors in the 
(To page 64) 
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FIGURE 4 
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DISTRIBUTION OF SUB-SCORES 


( Arrow denotes median ) 
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Does your staff find these leadership 


qualities in you? 


The preceding article dealt with methods of improving 


merit ratings from your viewpoint. How do you measure 


up in the informal rating your staff applies to you? 


by John Hockman 


stems and Procedures Officer, 


WHETHER you believe in merit rat 
ing plans or not, your staff are rating 
you—every time you have any dealings 
with any of them. 

In formal employee rating plans, the 
scores are based on carefully chosen 
tables of qualities and capabilities, pains 
takingly weighted for relative value. 

Yet—output depends largely on at 
titude, 

What “table” do your employees use 
on you? It is probably even more im 
portant than the one you use on them: 
their attitude to their work depends 
very much on their feelings towards 
you personally. The effort they make, 
the output they produce, and conse 
quently the cost of running the office, 
depend on their attitude; and according 
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Steinbera@'s Ltd., Montreal 


to several psychologists this is based 
%) per cent on emotional factors and 
only 10 per cent on reason, 

Hence the emphasis on “leadership.” 
The subject has been analyzed, ex 
pounded, studied, and explained in 
books and articles almost as if it were 
a subject for a degree course. Even if it 
were, the staff couldn't care less. But 
if their attitude is so vital, what is it 
based on? 

What does the staff want from your 
leadership? 

Naturally enough—though they may 
not always realize it—what they expect 
from you is based on what they want 
to get out of the job for themselves. 

This is another subject that has been 
analyzed, scientifically and statistically 


until the “amazing fact,” that money 
is not the only main consideration, is 
an amazing fact no longer. 

One main factor does stand out, 
though: people's basic and unchanging 
desire for recognition of their personal 
value. It is a very realistic desire, be 
cause, given this recognition, all sorts 
of other benefits can reasonably be ex- 
pected to follow. 

If a person is important to the office 
he can reasonably assume that he will 
be given opportunity for advancement, 
security, a fair salary, good working 
conditions, and a fair share of the other 
benefits of working for the firm. He 
may even be prepared to sacrifice some 
other immediate benefits for personal 
recognition and prestige. 

One of the most important factors in 
“rating the boss,” then, is the recog- 
nition that boss gives to his people as 
individuals. One busy executive makes 
a point of keeping a card-index of all 
his employees, showing not only per- 
sonal and family details, but also a 
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photograph of each employee, so that 
he can be sure to recognize each one 
when they meet. A tew minutes spent 
chatting about non-business matters as 


man-to-man can often do more to “up” 
production than hours spent planning 
procedures and issuing directives. When 
a humble Japanese carpenter vacated 
the elevator for General MacArthur, 
and the General insisted that he get in 
again, the story flashed clear around 
Japan. It probably did more to ease 
the task of occupation forces than a 
corps of police. 


Praise—a positive factor 


Personal recognition includes praise 
for work well done, the positive step 
which is too often forgotten. This ac- 
complishes much more than the nega 
tive step ol reprool tor shortcomings. 
It could be assumed that absence of re- 
proot can be taken as a good indication 
of satisfaction, but we are motivated 
only 10 per cent by reason. 

Silence is no appeal to the emotions. 

Recognition in itself is not enough, 
though. It has to come from someone 
who is himself recognized as impor 
tant, at his own level of activity. His 
equals and superiors must respect him, 
just as he respects his own staff: he 
must have recognition himself if his 
recognition is going to be worth any 
thing. 

Here again there is one key factor: 
knowledge of the job: the department 
head’s own job. In short, the depart 
ment head must know what should be 
happening in every phase of the work 
of his staff, and know how to insure 
that what should happen and what 
does happen are not too widely differ 
ent. 

Without this knowledge, the most 
important quality—decisiveness—is im 
possible. With it, sound decisions based 
on sound reasoning cannot help but 
earn the respect ot superiors, equals and 
employees alike. If the staff cannot 
come for a decision when one is need 
ed, and receive one that will stand up, 
its respect tor the boss will soon 


wither—and with good reason. 


fa) 

Obviously it is impossible to know 
everything that happens in the office. 
However, it is quite possible to know 
every routine and every exceptional 
transaction large enough to merit at- 
tention. The staff know this is possible. 
And they know it means work. Not 
taking a hand in their work—they pre 
ter to be left to get on with their own 


jobs, except in a dire emergency. But 
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they know there is plenty of work for 
the boss, too. 

Really knowing the ins and outs of 
the business involves another factor the 
staff can recognize and respect: proper 
celegation of authority, and proper re 
spect for the delegates. 

There is no way of knowing every 
thing that goes on, or even deciding 
what is important and what is not, 
without proper delegation of authority. 
The boss who tries to see to everything 
himself cannot help being a bottleneck. 
His staff will be frustrated, and down 
will go their opinion and their support. 

The man who gets the high rating 
and the big results—is the one who 
picks out the people under him who 
can be trusted to do a good job, and 
then lets them get on with it until 
they bring him the answer, in the ap 
propriate time. A top executive, re 
cently hired to run a group of factories 
in one of the great automobile corpora 
tions, phoned long-distance to the cor 
poration president for a ruling on a 
major point of policy. He got his an 
swer; but it was not the one he ex- 
pected. “We pay you to do the job, 
not ask questions. Get on with it and 
don’t bother me.” 

At a less exalted level, the rule might 
be “Decide yourself, and tell me what 
you decided. Don't ask me first—un 
less it will affect the position of our 
department as a whole.” This will pre 
vent your staff leaning too heavily on 
you, while a thorough knowledge of 
the business will enable you to hear the 


facts when necessary and make prompt 
decisions without the staff tecling you 
are leaning on them. 

The result may be an occasional mis 
take, that you might have corrected il 
the employee had asked you first. The 
only people who never make mistakes 
are those who don’t do anything. Much 
more important wil! be the fact that 
a lot of effective work is done, many 
times as much as would be accom 
plished if people had to wait tor the 
boss’ decisions all the time 

Occasionally the proper lines of com 
munication have to be short cut, but 
there is no quicker way of getting an 
“unsatisfactory” rating both from the 
subordinate supervisors, and their staff, 
than forgetting to tell them what hap 
pened, Anyone whose boss has given 
his staff instructions without telling 
bim will not often be guilty of this 
crrofr,. 

Delegation involves, too, proper sup 
port for the delegates. They will very 
soon realize if their boss is trying to 
shunt the responsibility for shortcom 
ings ol the department on to their 
backs—or steal the credit for their 
bright ideas. This particular form of 
theft—and it really is a theft—is all too 
tempting, because the originator of the 
idea so often is not there to see it; it 
is tragic because it is both harmful and 
useless. It discourages the flow of bright 
ideas, and it robs the department head 
himself of the credit he could have tor 
training a smart group of boys (or 

(To page 69) 
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The employees can only be as good as the boss: when a 
healthy reciprocal relationship exists, output is high 
and so is the quality of the work 
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Five rules to follow for maximum 


output from office machines 


Many small offices don’t get full value from equipment 
because no one person is responsible for machine use. The 


solution: make all employees “machine conscious” 


by Ernest W. Fair 


IT IS difficult to see with the naked 
eye but one of the surest ways to waste 
profits in any business office is in fail 
ure to secure maximum output and 
efficiency from the modern office ma 
chines therein. A machine, for exam 
ple, designed and built to produce 10x 
output when used at only half that 
efficiency is delivering only 5x output. 
The difference, in almost every case, 
is a considerable waste of profits. 
There is no complicated procedure 
necessary to make sure this is not 
happening in one’s individual office. It 
can be done by following a simple 
five step procedure. These five steps, 
by the way, are as applicable in the 
smallest office and even where a single 
machine may be used, as in the more 
claborate layout with scores of ma 
chines of every type and description. 
Experts point out that usually great 
est wastes are in the smaller offices 
using from one to ten machines of 
various types. In truly big office lay 
outs management is very conscious of 
getting the maximum out ot every 
machine and has usually placed this as 
“ continuing responsibility in the 
hands of one individual. In the small 


office the executive has so many other 
chores to handle that this is one which 
is often neglected because of lack of 
time to give it proper attention. 

First of our five pointers is to make 
certain that we have a thorough knowl 
edge of the manner in which each in- 
dividual machine does its work, WHalf 
measures mean half performance. Lim 
ited knowledge means that we are 
slways taking advantage of only a 
fraction of the utility of that office 
machine. This is even more true today 
than a few years back, for office ma 
chines have become more and more 
complicated as their versatility has been 
increased by manutacturers. 

It will pay any office executive to 
make a careful survey not only of his 
own knowledge of use but to check 
the efficiency of the men and women 
in his office on this point also. The 
discovery of even one single area of 
unknown use can more than repay 
any extra effort expended to gain 
added knowledge. 

One method of making certain that 
this is being done is to call in the local 
expert employed by the manufacture: 


ol the machine to make certain that 


The five basic rules: 


Il. Know how the machine 
works— — 

2. Know its capacity — 
maximum and minimum— 


3. Know its particular 
weaknesses— 


4. Know deterioration fae- 


tors— 


5. Know maintenance pro- 
cedures— 


his unit is being used properly. In 
many cases such information can be 
given us by a salesman. These people 
glad to co-op 
erate in this manner, for their own 


ere always more than 


best interests lie in our obtaining max 
mum use and efficiency from their 
particular unit. 

This individual should be told spe- 
cifically what we have in mind, for it 
will enable him to make certain that 
his approach to our problem is correct. 
Individual instruction of each em 
ployee on each such machine to find 
out just how much that individual 
knows about the equipment should be 
part of this step. Many office execu 
tives have such demonstrations made 
before the entire office force in order 
to make certain that each employee 
has the widest possible knowledge of 
the use of every machine in the office. 

A knowledge of the capacity of each 
machine should be the second area of 
exploration of this study. Where em 
ployees have been added to the staff 
after original demonstrations were 
given it has been found, almost with 
vut exception, that this one point offers 
the greatest opportunity for instruc 
tion. 

This knowledge of capacity applies 
both to maximum and to minimum 
with respect to every machine. When 
a unit is not being used to full ca 
pacity we are always throwing away 
part of our capital investment therein. 
When employees push it beyond its 
capacity then we are drastically cutting 
short its useful life and increasing 
maintenance and repair costs—the 
former increases capital outlay while 
the latter boosts office overhead. 

Knowing exactly the full limits of 
capacity and performance of each piece 
of equipment also adds to any office 
executive's own ability to do a better 
job, for it facilitates his planning of 
work in the office. 

The peculiar weakness of each such 
machine should also be known by the 
executive as well as every member of 
the office staff. Salesmen, to protect 
their own interests, have a way of 


glossing over such weaknesses when 
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Everyone in the office should be acquainted with the factors affecting machine performance 


they are making the sale. Sometimes 
they will point these out but play them 
down. It’s standard procedure and is 
no reflection on their integrity. 


It is therefore a good idea to talk 
with each salesman after the purchase 


has been made to discover what pe 


culiar weaknesses each such machine 
may have. Usually we will be given 
cheerfully. If the 


truthfully 


the information 


salesman cannot answer 
such qué stions we can always obtain 
answers trom the service manager ol 


the firm handling the unit. 


Knowing each ind every weakness 


if our assurance that no such unit will 


ever be pushed beyond its abilities. 
The lack of this knowledge on the 
part of any individual on the staff can 
not only delay work output and cause 
serious jams in the office routine at 
any time but also endanger the ma 
chine itself. It will most certainly add 
to maintenance and repair costs on 


ofhce machines and equipment. 

Not only should al! such knowledge 
be given to every man and woman in 
the office but the office manager had 
best make certain that employees are 
| 
| 


' 
following these imitations trom week 


to week. All of us have a tendency 
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to get careless; such carelessness in 
abusing natural and peculiar weak 
nesses of machines will prove very 
costly in any office, large or small. 
Fourth on our list of essential in 
jofmation needed for securing maxi 
mum use and output from our office 
machines is a knowledge of the general 
factors of deterioration which con 
tribute not only to a shortened life for 
each individual office machine but de 
creased efhciency and output in its 
d 


laily use, 1 he more we know and 


understand of each of these factors 


1¢ more capable we are of protecting 


each machine. 
Apply good housekeeping 


Dirt, grease, rust, excessive heat, 
ssive cold and similar conditions 
all contribute to rapid deterioration of 
ofhce equipment. It i of vital im 
portance that every employee under 
stand about these and be made to ip 
ply them in his or her daily use of 
h machine. It’s nothing more of 
less than general application of good 
housekeeping on each suc it and 
a conunuing sense of how to prote 
trom such fa f { deterioration 
Fifth, and finally, is maintenance 


Here, particularly in smaller offices, 


is one of the greatest causes ol re 
duced efhciency of every office machine 
therein. The man or woman who is 
very much aware of the importance 
of taking care of his or her automo 
bile will too often be completely in 
different to the need for equal main 
tenance care of the ofhce machine or 
machines he or she uses on the job 
day-in and day-out 

The manufacturer of every machine 
has such maintenance data available 


(as do his de alers) and the chances are 


given us at time of purchase of 


the machine in either written or oral 


it was 


form. If such information has gone 
astray it will pay any ofhce executive 


' 
i optain it, digest nportant main 


tenance points therefrom, and make 


certain every individual in the office 
knows and understands the un port 


ince of such attention 


Usually, the best procedure is to 
issign such maintenance re sponsibility 
to one individual, for + f his has 
been done it is mor i irried 
cout than where there no fixed re 
ponsibility t n where this step 
has been taken cach « nployec should 
know and understand speciiic points 
maintenance in order to make cer 


0 


toin that nothing is ever overlooked. 
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Data processor in new center has largest memory capacity ever built into 705 


IBM opens second Chicago computer center, reports 


boom in Midwest installations 


New center, second in Chicago, will be used primarily 
to test programs, train employees, for customers planning 
to install their own data processors— 


Medium 650 is used at other Chicago center 


International Business Machines 
Corporation opened a new commer- 
cial data processing center in Chi 
ago at the end of June which has as 
its basic unit an IBM 705 electronic 
data processor with the largest mag- 
netic core “memory” capacity ever 
built into a 705, 

The center, according to IBM, will 
be used primarily for IBM customers in 
the western half of the country who 
wish to test computer programs before 
actual installation of 705’s for their 
own use. It will also be used as a 
training center for personnel from cus- 
tomer companies. 

This is IBM’s second Chicago data 
processing center; the company’s Chi 
cago downtown office has had a 650 
Magnetic Drum Data Processing Ma- 
chine, one of the company’s medium 
size computers, for some time. The 
705 is one of the largest standard com 
puters built. 

In connection with the Chicago open- 
ing, IBM reported that computer in- 

(To page 62) 
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center 


Svilvanias 


unique processing 


opens at Camillus. N. Y. 


First “‘built-to-order” data handling center linked to 
company offices throughout the country by 18,000-mile 
private wire network with automatic switching facilities 


ONE of the world’s most remarkable 
office buildings stands all by itself on 
a green hilltop in central New York 
State. No other building is near it, 
yet it is not isolated. It is, in many 
ways, a working part of seventy other 
buildings spread across the country 
fron: SValdetwre, Maine, to San Fran 
cis 
‘ies are in full opera 
a, this ness building will be, in ef 
fect, the accounting department for all 
of the plants and offices of Sylvania 
Electric Products Inc. It will receive 


accounting information from them, sort 
ii, process it, provide data for necessary 
action, and send back summary infor 
mation and reports. It 18s, even now, 
with its facilities only beginning to 
function, figuratively as close to each 
of these seventy other stations as if it 
were on the floor above them. 

It is the center of a network of 18,000 
miles of private wire facilities, provided 
by Western Union, which permit com 
plete and immediate communications 
among 71 Sylvania stations throughout 


the country. It is provided, moreover, 


with data processing facilities designed 
to handle the accounting and other data 
handling problems of a large company 
quickly and efficiently. 

The new Data Processing Center at 
Camillus, N. Y. is devoted primarily to 
two functions: the receipt, sorting, and 
distribution of financial and production 
information by means of the wire net 
work and associated facilities, and the 
processing of data by means of comput 
ing and related equipment, including 
a Remington Rand Univac computer 
system. It will perform these functions 
in a single centralized location tor the 
entire company. 

When the center was dedicated on 
June 26th, Don G. Mitchell, Sylvania’s 
board chairman and president, sum 


marized its significance in these words: 


The heart of a nationwide automatic accounting system: the Univae control panel at the Camillus center 
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Magnetic tape “memory” units store accounting data 


“This Data Processing System of 
Sylvania’s is not the first time a com 
pany has tied together all of its facili 
ties from a communications standpoint. 
Nor is it the first time an industrial 
organization has used an_ electronic 
computer to process a variety of busi 
ness information. But it is the first time 
that the two concepts have been com 
bined on a company-wide basis—the 
first time that an entire com parry has 
been tied together from a communica 


tions and data processing standpoint. 


“And this is why we did it: Auto 
mation in the office—administrative 
automation—is becoming just as vital a 
tool of industry as automation or mech 
anization in the manutacturing plant. 
Since the very essence of our tree en 
terprise system is intense competition, 
that means that an organization must 
move rapidly, and thoroughly, and ef- 
fectively to take advantage of the op 
portunities available to it, or it falls by 
the wayside. 


“As many of you know, a constant 


Innards of the Univae are complex, but are accessible for servicing 


flow of vital information flows through 
the arteries of an industrial organiza 
von. Granted that every so often the 
arteries get clogged to varying degrees 
with information that is not only not 
vital but completely superfluous, there 
is nevertheless a flow of information 
which must not be impeded, The pre 
mium is on speed, and more speed, 
in compiling, transmitting, and process 
ing an enormous variety of operating 
information and putting it to work.” 

The center at Camillus is the first 
ata processing center as such to be 
designed and built for the specific pur 
poses it serves. It was not made over 
from a portion of existing company 
offices. It was not installed in a new 
wing of an existing building. It was 
not even designed to operate as 4 
physical part of the company’s head 
quarters, 


Site chosen by operations research 


For this unique building, a new site 
was prepared, independent of other 
company offices. This spot was selected 
because modern techniques of business 
management—the new science of oper 
ations research—had shown that this 
location had the requirements for the 
optimum operation of a nationwide 
data processing system. Camillus, 
which is not far from Syracuse, is at 
the very center of Sylvania’s operations, 
when the relevant factors have been 
considered, 

The building itself is not startling in 
its physical appearance. The use of 
yellow porcelainized exterior panels in 
conjunction with red brick gives it a 
modern look of some individuality, but 
the effect is not sensational. 

Physically, it is not especially large— 
it may eventually house as many as 350 
employees. It is trim, neat, and clean. 
It is equipped with all the features ex 
pected of a modern building—unclut 
tered open spaces, alr conditioning, 
good lighting, flexibility of design to 
allow for future changes and expansion, 
and so on. 

Its great significance lies in its func 
tion. One of the speakers at the dedi- 
cation ceremonies, Marcell N. Rand, 
executive vice president, Remington 
Rand Division, Sperry Rand Corp., 
offered the opinion that the opening of 
the building signaled the beginning of 
what he called the “Administrative 
Revolution.” For the first time, he 
said, “it is possible for a company doing 


business in all 48 states to know, to 


(To page 64) 
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Conclusion: 


Scientific methods replacing intuition. 
NOMA conference hears 


Talk by Frank Knox on forms control and design draws 


overflow audience at association's Philadelphia meeting; 
equipment exposition attracts more than 30,000 


Last month's instalment of this two 
part report on the 37th annual con 
ference of the National Office Man- 
agement Association, held in Phila 
delphia, May 20-24, covered the key 
note speech, election of officers, and 
the opening program sessions. This 
instalment continues the report of the 
talk on Control by Frank 
Knox, of the Frank Knox Co., Cleve 
land, on Tuesday, May 22 


For nis 


“WRITE this down once and for all,” 


Knox told the group. “If you don’t con 


trol office duplicating equipment, you 
cannot control forms. You will get 
more bootl« 


g forms through the mim« 
ograph, and the hectograph, and the 
multilith you just won't be able to 

+} ” 


} 


machine control “after the fact in 


stead of “before the fact.” 
“In other words, if the shipping de 
partment of the engineering or any 


other department anywhere needs a 
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form, and they only use a couple of 
hundred a year, or a thousand a year, 
and it is used at no other point, let 
them go ahead and run it off, but 
make them send a copy of it into the 
control unit, saying the date they 
ran it, and how many they ran. That's 


all you need. 


“If you can get them to do that, and 
you find out later on that they are 


overdoing it, then you can take ac 


tion,” he continued. “If they run off 
a form and you find that there are 
seven other forms in the functional in 
dex doing the same thing, then make 
control after the 


before the 


1 combination. T hat 


fact Ww work. Control 


fact will not work.” 


First step in orgamizing for forms 


control, he declared gathering sam 
ple ot every torm u ed throughout 
the organization, no matter how small 
the usage | When ill § amples ire 


collected, a numeri il file and a fun 


tional index should be created 


“A functional index is a file over in 
the corner,” he said. “In that hile you 
have folders, and im each folder you 
have every form in the organization 
that does the same thing. Regardless 
of what it is called, regardless of where 
it is used, regardless of what it looks 
like, it is in there. 

“You do that by classifying it in 
three ways: By subject matter of the 
form, the operation or condition in 
volved, and the function involved 

“Take a bill of lading—-now, why 
not file it under whatever the material 

it is either ‘materials’ or ‘supplies’ 
or ‘merchandise or produce receipt ol. 

“There is a subject, an operation, 
und a function. 

“What do you do when a common 
They 
pt ot whatever is 
being shipped. So call it by ite subject, 


carrier gns a bill of lading? 


acknowledge the rece 


its operation, ind its function, and if 


you will do that. you will find that 


{ 


every other form that a knowledge 5 tive 


| materials 
| ‘ 
Will com 


receipt of the ime class of 
together 

Such a functional index need be 
created only once, the peaker de 
clared. From that point on, all forms 


in be classified within it 
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Forms numbering is another key 
control method, the speaker went on, 
but he warned against too heavy de- 
pendence on departmental prefixes or 
suflixes in instances where a company 
has several different forms carrying 
the same number. It is better to have 


ee 


central forms control 


num- 
bers to each form, he continued, re 


reassign 


serving suffixes to indicate whether the 
particular form has been revised, and 
whether the sample is the latest revi- 
sion. 


“Now, having gone this far—set up 
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“Before and after” versions of form 
forms design principles. Above picture 
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.»» this improved version was designed. 
sign emphasized “action” information, and that all blanks were aligned so that 


they begin on typewriter tabular stops. 


42 


The speaker pointed out that this de- 


our preliminary structure, created our 
climate, and our plan of action, and 
organizing tor control, then you go 
into business,” Knox told the group. 
“After your control files have been 
built, you can go through that func- 
tional index, and what you can bring 
out of that is usually pretty interesting. 

“You may find that the company 
has thirty different materials requisi- 
tions, or eighteen different applications 
for employment, or sixteen different 
gate passes, or what have you. There 
is always something in there, believe 
me.” 


Dramatize forms duplication 


He advised that all examples of a 
wide variety of forms serving the same 
purposes be pulled out, mounted on 
boards, and exhibited to management. 
This will usually bring top manage 
ment’s enthusiastic endorsement of any 
remedial measures the forms control 
unit wants to institute, he continued. 

“There are four things you want to 
do,” he declared. “First you want to 
eliminate every non-essential form; sec- 
ond, you want to combine every form 
doing the same thing; third, you want 
to simplify the design of the form; 
and fourth, you want to cut out waste 
in the price of the printing. 

Dealing with only one of these sub- 
jects in the first session (the second 
session was devoted to forms design), 
the speaker suggested that all forms 
under any given function in the func 
tional index be returned to those who 
fill them out—and those who receive 
them——with a questionnaire as to the 
purpose served by the form. 

“Investigate both viewpoints,” he 
urged, “review it at the local level, and 
then re-review at at a higher level. 

“If you will follow through every 
functional group of forms in this way, 
you will have eliminated, insofar as 
forms control itself makes it possible, 
every non-essential piece of paper, and 
you can assign a fair degree of validity 
to every remaining piece of paper.” 

Then the forms control unit can go 
ahead with simplification of design, 
which in turn cuts down the cost of 
printing, Knox said. 

In the second hour-long session on 
forms control, the speaker instituted a 


“do-it-yourself” which 


movement in 
members of the audience were given 
an example of a poorly designed form, 
and asked to sketch an improved ver 
sion of the same form. Following this, 


copies ot an approved redesign of the 
(To page 70) 
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From your original order, written just once, Ozalid speedily 
produces all the paper work you need to fill, ship and bill an 
order—without wasteful rewriting or typing. 


Ozalid copies of written orders—varied in size, color and con- 
tent—serve at every step. From one writing you get customer 
confirmation, packing slip, label, delivery receipt, accounting 
record, invoice. 


You save costly, repetitious handcopying and retyping, Ship- 
ments and bills get out sooner. Copy errors are eliminated. 


Ozalid ends “repeat writing” throughout your business. In 
every operation--sales, purchasing, production, accounting, 
engineering—Ozalid reproduces copies without rewriting, 

Ozalid will make copies of anything written, printed, typed or 
drawn on any paper that transmits light. You get an exact, 
legible, dry copy in seconds—without stencils, inks or negatives. 
You pay less than a penny for a letter-size sheet of Ozalid copy 
paper. And only Ozalid gives you copies on so many materials, 
in so many color-combinations, without messy fluid changes. 


End “repeat writing” in your business. Call your nearest Ozalid 
representative for more information, or send coupon below. 


OZALID" 


DIRECT SYSTEMS 


Ozalid, Dept. «.4. Johnson City, N.Y. 
Please send more information. I am interested in 


© Accounting © Purchasing © Production Control 
©) Order-Invoicing ©) Engineering ©) Receiving 


Name Position 


Firm 


City State 


A Division of Generali Aniline and Film Corporation—in Canada, Hughes Owens Co., Ltd., Montreal 
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Small office— 


(From page 3) 


At the end of each accrual period, 
the individual ledger cards showing the 
exact status of each account are photo 
copied in reduced size, and used as 
statements to the bank's customers. 

Basically, the E-101 does not perform 
any function which could not be car 
ried out by other, simpler machines. 
What it does do is concentrate in on 
unit a variety of functions—all neces 
sary repetitive bookkeeping functions 
and carry them out automatically at 
extremely high speed. The machine is 
currently carrying fifty-six percent of 
CGuaranty’s Loan bookkeeping posting 
work load, and accomplishing it in 
four hours a day. 

It is also serving as a training ground 
for the bank's employees in program 
ming and working with electronic 
cata processors. The E-101 is pro 
grammed through eight pinboards. Any 
given operation is “ordered” by insert 
ing a pin in the appropriate hole on 
the pinboard; any given location in 
the machine's memory which has 
stored the information required for the 
particular operation is indicated by in 


SOLD ONLY 
THROUGH 
RECOGNIZED 
WHOLESALERS 


serting two pins im the correct holes 
in the same row. After all necessary 


operations for a given routine are pro- 


grammed in this fashion, the pinboards 
are placed in the machine, which auto 
matically follows instructions in se 
quence, calling on stored information 
where called for. 

Programming is a continuing pro- 
cess, however. No matter how efficient 
any particular program seems to be, 
it seems that it can always be improved 
on. Ideas for short-cuts are constantly 


being incorporated in the routines. 
Machine pays its way 


Cruaranty’s approach is relatively in 
expensive; the machine earns its keep 
from the moment it is installed, and 
there are only limited conversion costs. 
Changes have been made gradually, 
and come about through the increasing 
familiarity of personnel with the com 
puter and what it can do. Although 
there is clerical time lost in learning 
to program and operate the machine, 
this time is more than compensated 
for by the tremendous increase in pro 
cessing speed offered by the machine 
in carrying on loan bookkeeping’s rou 
tine daily work. And clerks in the 


Loan Division are becoming competent 
programmers, so that the bank is de 
veloping a core of people who are 
familiar with electronic units. 

In every way, then, the Guaranty 
Trust experiment has worked out, and 
has in a fashion shown a new path by 
which a small office might approach the 
whole problem of electronic data pro 
cessing. For the Guaranty Trust loan 
bookkeeping operation, even though 
the dollar volume of the loans is so 
large, is basically a small ofhce opera 
tion because of the relatively smal! 
number of loan transactions processed 
on any given day. 

The same type of approach could be 
used by any concern which could iden 
tify one or two basic operations that 
could be economically performed on a 
data processor. 

Such a company would gain a faster 
and more efficient way of carrying 
existing routines, and at the same time, 
much could be learned that would be 
useful to the staff in the adaptation and 
operation of larger computers presently 
available or new and improved ones 
that may subsequently become avail- 
able. 
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DON’T BE LATE 
hurry and sign up for the 


INTERNATIONAL 
SYSTEMS MEETING 


October 22, 23, 24 
Bellevue-Stratford Hotel, Philadelphia, Pa. 


Two and a half days of informative, profitable meetings designed to 
help you do a better job. 


GENERAL SESSIONS—Will bring you up to date... acquaint you not only with the latest information 
and developments, but with opinions and evaluations of eminent authorities. 


SEMINARS—Planned, informal discussions in which you will have an opportunity to explore, together with 
other executives, the latest developments in the field ... a chance to exchange ideas, to evaluate experiences. 


NEW: INDUSTRY GROUP PROGRAMS— Practical analyses of systems and procedures in action. Selected 


industries; discussions will embrace problems common to each industry. 


Closed Circuit TV~-A closed circuit TV program has been arranged 
with the U.S. Naval Aviation Supply Office, Phila., 
to cover the operation of their IBM-702. Two way 


1956 


vidio-audio contact for question and answer period. 


SPECIAL 


Ist International Systems Award-For the first time in the history of 
FEATURES the association, on International Systems award will 


be presented to a nationally known person whose 
contribution has been significant in the light of 


SPA principles. 


Educational Panel-Educators enter round-table discussions on technics 
for teaching courses in systems and procedures and 
get acquainted with the activities of the association. 


BEST YEAR YET—-DON'T MISS IT 


Theme for 1956: PEOPLE + SYSTEMS = PROFIT 


GET FULL INFORMATION MAIL THIS COUPON 1T00T— ———— 


Send me registration card and complete details on the Philadelphia 
ISM, October 22, 23, 24. 


NAME 


J. A. MacQueen, General Chairman 


1956 International Systems Meeting ADDRESS 
Dept. OM, 
Alan Wood Steel Company CITY ZONE STATE ‘ 


Conshohocken, Pa. (Some sessions are limited. Register at once to be sure to get your choice.) 


SYSTEMS AND PROCEDURES ASSOCIATION OF AMERICA 
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* Portable microfilmer 

Diebold’s new Model 9600 microfilm 
camera is small and light and can easily 
be carried from place to place. Here 
it is shown being folded into its case. 
Film is carried in magazines, simplify 
ing loading and unloading. A motor 
ized unit, it is priced “well below 
$1,000." It is made by Diebold’s Flo- 
film Division, Norwalk, Conn. (CA-1) 


q “Indexless” tub file 

by filing cards tilted alternately left 
end right, this new Ferris Indexless 
Tub File allows cards to be selected 
easily and eliminates the use of index 
ing. This in turn increases its capac 
ity. Trays are removable and the file 
if mounted on rollers. It is made by 


Ferris Business Equipment, Inc., 244 
Great Meadows Rd., Stratford, Conn. 


(A-2) 


« Retractable ball pen 

The new Wearever Deluxe retractable 
ball point pen is a product of David 
Kahn, Inc., North Bergen, N. J. The 
pen features “press to write, press to 
retract” operation. It is priced at one 


dollar. (A-3) 


> Portable photocopier 

Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
has introduced this portable photocop 
ier, which weighs 13 Ibs., including 
cover. A flatbed type, it can copy pages 


from bound volumes. (A-4) 


A Fluorescent luminaire 
The Realite luminaire is a shallow fix 
iure for mounting on ceilings. It holds 
two fluorescent lamps and is available 
in four- and eight-foot lengths. Its 
Prismalume molded element controls 
light distribution for glareless, even 
light. It is made by Holophane Co., 
Inc., 342 Madison Ave., New York 17. 
(A-5) 


V Intercom control center 

This is the Consolette, a dual-channel 
intercom system, designed to provide 
ior voice communication, paging, and 
music distribution among up to 48 
speakers. Individual calls do not in 
terrupt programs to other stations. One 
of the Teletalk line, it is made by Web- 
ster Electric Co., Racine, Wis. (A-6) 


If further information is desired, use Reader Inquiry Card on page 80 
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V 1957 air conditioner 

Mitchell Mfg. Co., 2525 N. Clybourn 
Ave., Chicago, has announced its 1957 
line of air conditioners. The new cabi 
nets are designed to fit in windows as 
narrow as 24 in. Units have thermo- 


stat, range from % to | h.p. sizes. 


(B-1) 


> Air comfort controls 

Remote control of air conditioning ts 
possible with this new Air Condition 
ing Selector Panel developed by Minne 
apolis-Honeywell Regulator Co., Minne 
apolis 8. Designed tor flush mounting 
on the wall, it provides remote adjust 
ment of temperature, flow of outdoor 


(B-3) 


air, and operation of fans. 


VY Telephone lock 

As protection against unauthorized use 
of telephones outside of office hours, 
E-Z Dial Specialty Co., 135 State St., 
Hackensack, N. J., 
Loc-ur-fone, a device of plastic which 


dial, 


has designed the 


and is 


(B-4) 


completely covers the 


equipped with a lock. 


A Microfilm mounter 
This FMA Automat 


signed to mount 35 


Mounter is de 
mm microfilm 


frames in cards at rates to 
3,600 an hour. 
safety shut-off features, can handle 100 
and 1,000-ft. film rolls. It is made by 
Filmsort Div., Dexter 


Pearl River, N. Y. 


aperture 
It counts frames, has 


Folding Co., 


(B-2) 


If further information is desired, use Reader Inquiry Card on page 80 
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in color 


A Hand dryer 


The 1957 line of electric hand, face, 
and hair dryers made by American 
Dryer Corp., 1324 Locust St., Philadel 
phia, is available in color to match con 


temporary decorative schemes. Single 
& 


offered. 


and dual-nozzle types are 


q Tape recorder 

This pocket size tape recorder is bat 
tery operated and weighs 2% Ibs. Its 
cual-track magnetic tape is carried in 
cartridges for easy changing. Each can 
record for one hour. The maker is 
Mohawk Business Machines Corp., 944 
Halsey St., Brooklyn 33, N. Y. (B-6) 


A Adaptable sorter 
The Col-A-Tron is a flexible 


and collating device which can be ex 


sorting 


panded and contracted, used in a 
straight line or formed into an are or an 
echelon arc, to meet the needs of the 
user. Each division can handle up to 
200 sheets of lig 
able are 24 


and 
Associated Industrial Designers, 3726 


htweight paper. Avail 
s6-<livision models, 


Los Ange le s 27. 


(B-7) 


Efingham Place, 


Vv Wall map 


Both highways and railroads are shown 
on this new wall-size map of the United 
States. Designed for both decorative 


ond reference use, it has more than 


& OOO place names. It measures 52 by 
34% in., and is printed in 4% colors. 
Rand McNally & Co., P. O. Box 7600, 


Chicago 80 (B-8) 
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A Office in Naugahyde 
U. S. Rubber Co., Rockefeller Center, 
New York, showed this room at a re- 
cent Chicago exhibit. The walls were 
of gold metallic Elastic Naugahyde, 
the floor of black Naugahyde inlaid 
with gold metallic, while Naugahyde 
in toast and persimmon colors was used 
on chairs and screens. The chairs were 
provided by the B. L. Marble Co., Bed 
ford, Ohio, the desk and cabinet by 
Desks, Inc., of Chicago. (C-1) 


V Folding table 

Barricks Mfg. Co., 134 W. 54 St, Chi 
cago 9, has introduced a line of Ped 
estal “V-Leg” folding tables with tubu 
lar steel legs which lock into position, 
and tops of Duron, Weytex, Formica, 


or Pionite plastic or plywood, (C-2) 


> Luminous ceiling 
A new design in luminous ceilings has 
been brought out by Luminous Ceilings, 
Inc., 2500 W. North Ave., Chicago 47. 
This Modu-Luminus ¢ ceiling is mack 
up of vacuum molded diffusing panels 
of translucent plastic, suspended below 
fluorescent lamps. A “V" track system 


of mounting is used to eliminate nuts 


and bolts in assembly, (C-3) 


lf further information is desired, use Reader Inquiry Card on page 80 


Vv For floor maintenance 
Floor Show, an anti-slip floor polish 
containing no wax, lacquer, varnish, or 
sticky plastics, and Heavy Duty Strip 
per, for safe removal of wax, resin 
finishes and dirt from floors, are new 
products of the Sanitary Maintenance 
Div., R. M. Hollingshead Corp., Cam 
den 2, N. J. (C-4) 


Stainless steel fixture 


This soap dispenser has an exterior en- 
tirely of polished stainless steel. It 
holds 18 fluid ounces ot soap, to reduce 
frequency of refilling. Its valve mech- 
anism is designed to reduce wastage. 
It is the Bobrick 45, made by Bobrick 
Dispensers, Inc., 1214 Nostrand Ave., 


Brooklyn, N. Y. (C-5) 


q Window ventilator 

This Safe4Gard window ventilator is 
designed to provide filtered air and re- 
duce outside gales to a comfortable, 
draftless air flow. It has a blue fiber 
glass filter to trap dust and dirt and to 
keep out insects, pollen, and rain. The 
ventilators are of aluminum, are 7 in. 
high, and can fit windows up to 54 in 
wide. Safeguard Corp., 1616 Walnut 


St., Philadelphia. (C-6) 
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News 
| pictorial 


VY Golfing by mail 
On National Golf Day, 90,000 golfers 


competed against the scores of golf 


A Anniversary greeting 
This year Eagle Pencil Co. has been 


celebrating its one hundredth anniver 


champions Jack Fleck and Fay Crocker. sary. Recently the company received 
Playing on courses throughe ut the an unusual anniversary gilt trom its 


country, they submitted their tallies by Hong Kong distributor, Fong Sim & 
Co. (H.K.) Ltd. Figurines syoboliz 


ing longevity were carved from ivory 


mail, Processing the scorecards became 
the job of Stivers Office Service, Chi 
cago. Shown here examining some of by hand and presented to officials of 
the returns are (left to right) golfers the company. Here three of the figu 
Chick Evans and Lou Strong, and the rines are presented by Franz Weiss 
manager of Stivers’ office production blatt, Fong Sim’s American represent 
department, John Boyd. ative. Shown from left to right are 
Alfred C. Berol, Eagle president; Mr. 
Weissblatt; Kenneth C. Berol, assistant 
to the general manager; and F.. Albert 


berol, treasurer. 


Vv RMA speakers’ table 
When the Records Management Asso 


ciation of New York met for its final 
program ot the season,Charles Coolidge 
Parlin was the featured speaker. Mr. 
Parlin, a prominent lawyer, was a mem 
ber of a nine-man delegation that visit 
ed Russia several months ago under the 
auspices of the National Council of the 
Churches of Christ. Shown at the 
speakers’ table are Miss Rosamund 
Hartshorn, retiring RMA president, 
Mr. Parlin, and Miss Dorothy E. 
Knight, Lever Bros., who presided. 


“ 5 ie 
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A Gift for the governor 

As a useful souvenir of the recent 48th 
annual Governors’ Conference, which 
was held in Atlantic City, N. J., each 
governor was pre sented with a tele 
phone list finder made by the Bates 
Mig. Co. and specially imprinted to 
mark the occasion, The list finder was 
one of the products chosen by the gift 
selection committer According to 
Bates’ executive vice president, C, Ed 
win Williams, it was selected “as a 
typical product that is manufactured 
in New Jersey, an industrial state, and 
sold throughout the country and many 
parts of the world Here Governor 
Arthur B Langlie ol Washington re 


ceives his list finder from Mr. Williams. 
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A Monthly Feature 


Tools of the Office 


Figuring Equipment: Adding and Calculating 
Machines—Bookkeeping and Accounting 


Machines and Systems—Charts, Tables, Scales 


by Robert Beeman 


The pictures in this section show some of the newest equipment to come on the 
market. Most of the machines pictured have been introduced since the first of 
this year. In a few cases, in order to indicate the variety of equipment available, 
photographs are included of machines that were on the market last year. 


THE CAPACITY to figure is one of 
the most vital skills in the world. For 
this reason, man has for many centuries 
exerted himself to find faster and more 
accurate ways of figuring. He has de 
veloped improved mental techniques 
for dealing with figures. He has assist 
ed his mental processes by the use of 
counting devices like the abacus. He 
has mechanized computing operations 
by finding ways to reduce mathematical 
relationships to relationships between 
gears in adding and calculating ma 
chines. Most recently he has found 
ways to make the forces of electricity 
perform his calculations for him at un 
believable speeds. 

Yet, despite all the miracles of tech 
nology, the newest computing equip 
ment does not really do much more, in 
principle, than the early abacus. Both 
can perform addition and subtraction, 
and since addition and subtraction are 
basic to multiplication and division they 
can also multiply and divide. An elee 
ironic computer may have such addi 
tional powers as the ability to compare 
numbers to see which is the larger, 


end to store in its memory instructions 


(To page 52) 


<4 Left column, top to bottom: Victor's 
new printing calculator, which features 
single key to control automatic addi- 
tion, subtraction, multiplication, and 
division. A’ Friden desk caleulator 
which can extract square roots auto- 
matically at the touch of a single key. 
A Burroughs Sensimatic accounting 
machine, which has recently been ad- 
apted to an accounting plan permitting 
one machine to handle a variety of 
jobs. A Monroe adding machine (Syn- 
chro-Monroe model), as connected to 
automatic card punching equipment 


for IDP work. 
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A The value of charts, tables, scales, 
and similar devices for quick, low-cost 
figuring in standardized bookkeeping 
and accounting procedures should not 
be overlooked, especially where the 
work volume is insufficient to justify 
using a machine. Top to bottom: 
Ayres’ Caleuler-D Payroll Tax Com- 
puter, which has recently been rede- 
signed. Silver Bells, Lid.’s Controller, 
an aluminum seale-type calculating 
device. A Safeguard manual “one- 
writing” system for preparing several 
records at once. A Delbridge chart for 
computing payrolls. 
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THIS “MECHANICAL BRAIN” inside a Burroughs Sensimatic 


—~ 2 ee EEE oe no ees 


Accounting 


Machine lets you breeze through every accounting job with almost pushbutton case 


makes error-free accounting decisions 


THINKS FOR ITSELF. Because of 
the Sensimatic’s amazing “mechani- 
cal brain,’ you simply enter the 
proper amounts on the keyboard . . . 
nudge a motor bar . . . and instantly 
the machine takes off all by itself to 


complete the posting sequence, 


We call this brain a “sensing panel.” 
One panel controls four different 
accounting jobs. You switch from 
job to job by simply turning a knob. 
For other operations (or even a new 
accounting system) you simply slip 
in another four-job panel. 


Indeed, a Sensimatic gives you “sixth 
sense” accuracy, plus the flexibility 


to handle all the accounting jobs for 
small firms ... and the speed to let 
you glide through large volume, 
specialized accounting work, And 
this means that whatever your busi- 
ness or its size, you cut your 
accounting costs right to the bone! 


Demonstration? Just call Burroughs 
locally—for only Burroughs makes 
the Sensimatic. Burroughs Corpora. 
tion, Detroit 32, Michigan. 


Burroughs Sensimatic 


Burroughs” and “Sensimatic 


are trademarks 


AUGUST 1956 For More Information From Advertisers Use Readers’ Inqui-y Coupon on Last Page 
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International Payroll’s electric Payroll 
Denominator is a ratio caleulator with 


built-in conversion factors 


NCR's Class 38M multiplying account- 
ing machine gives automatic caleula- 
tion and extensions, does many jobs 


Friden’s Computyper, an automatic 
billing machine (electric typewriter 
and caleulator), has tape punch 


ere | |e 


This Marchant electric Deci-Magic cal- 
culator features automatic positioning 
of decimal points in all dials 


Burroughs has redesigned this full- 
keyboard electric calculator to simplify 
its case of operation 


Tools of the Office 


as to what it must do next, but it is still 
basically an adding machine. 

What really distinguishes the giant 
brain, of course, is its fantastic speed. 
It may be added that it is further dis- 
tinguished by its large size and cost. 

It is particularly important, in this 
day of extraordinary technical accom 
plishments, not to forget that speed is 
not, for its own sake, of any real im- 
portance. Speed is useful only if it 
makes possible other ends, such as hav- 
ing a report in time to take advantage 
of a changing market, or in being able 
to compensate the working force with 
paychecks that follow quickly on the 
close of the pay period. 

Speed is costly. It must be worth 
what it costs. Otherwise it would be 
better to find simpler and slower ways 
of figuring. It can be most worthwhile, 
of course, if it can save significant 
amounts of human labor, or if it can 
lead to competitive advantage. 

But for each company the break-even 
cost is different. In general, large cleri- 
cal operations justify the use of large 
scale equipment, although this is not 
necessarily true in all cases. Glamorous 
as the electronic brain may be, it simply 
is of no use to many small companies. 
The day may come, of course, when 
smaller organizations will send their 
figuring work to a giant computer in 
4 service organization. Such a develop 
ment, in fact, seems more than reason- 
able to expect. 


Adding machines are not obsolete 


Yet there continues, and no doubt 
will continue to be, a large body of rel 
atively small-scale clerical operations 
for which much simpler figuring de 
vices are more suitable. The high 
speeds of the electronic computer are 
too costly unless the volume or com 
plexity of the operation is relatively 
high. It follows that the conventional 
adding machine is in no immediate 
danger of being superseded. 

In fact, it follows also that such in- 
expensive methods as the use of charts, 
tables, and scales, are not likely to be 
outdated in operations small enough to 
call for them. And, as a speaker at the 
recent Philadelphia conference of the 
National Office Management Associa 
tion observed, “nothing is quite as ver 
satile as the pencil in the human hand.” 

The moral, of course, is that the 
equipment must be fitted to the opera- 
tion. This remark, obvious though it is, 
nevertheless needs to be made for the 


To increase its coverage of of- 
fice machines and equipment, 
“Tools of the Office” will appear 
henceforth in a revised form, be- 
ginning with this issue. To allow 
additional space for pictures of 
new products, much of the ma- 
terial on trends and applications, 
formerly covered in the introduc- 
tory articles, will appear instead 
as part of a comprehensive 
round-up in the annual Year- 
book Issue, to be published in 
the spring. 


simple reason that it is the theme of 
the day. It is perhaps strange that plain 
truth should be newsworthy. Never 
theless, the overwhelming emphasis of 
today’s many office 
methods and procedures is on finding 
the system that works best in each office 
end on using the equipment that suits 
it best. Contemporary thinking is ori 
ented to the systems concept, not to 


individual machines. 


conterences on 


All types of machines have their uses 


Thus, as there are almost all kinds of 
offices, there is room for almost all types 
of machines and systems. There is a 
place for the circular plastic dial used 
to compute overtime wages, for the 
pegboard on which several records can 
be created in one writing, for the small 
adding machine, for the full-keyboard 
desk calculator, for the ten-thousand- 
dollar payroll machine that automatic- 
ally computes Social Security taxes but 
is careful to exempt from its figuring 
that part of an income which is above 
$4,200, for the punched card installa 
tion, for the electronic computer—and, 
f course, for the pencil in the human 
hand. 

Manufacturers of the less elaborate 
figuring devices considered here (ex 
clusive, that is, of punched card and 
electronic systems), have done a great 
deal to improve their equipment. It is 
clear, however, that the enormous 
speeds of electrical circuitry have so 
vast a margin over mechanical and 
electro-mechanical machines that there 
Is NO ‘point in competing with them. 

Today's adding, calculating, and ac- 
counting machines, therefore, feature 
labor-saving devices of a lesser kind— 
such as double- or triple-zero keys. Ten- 
key keyboards are becoming increasing 
ly popular. Automatic multiplication, 
automatic credit balances printed in 
red, automatic placement of decimal 
points, development of contoured keys 
to aid in touch operation, and so on 
are characteristic of the approach. All 

(To page 54) 
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The Dodgers are ahead in the last of the 
9th. Jack and Charlie, here, aren’t goofing 
off — but they’ve heard almost the whole 
game. Yes, there’s a good reason for their 
inactivity. But no one has spotted it yet. 


You see, Jack and Charlie are tool set- 
ters. And good ones, too. Their depart- 
ment has recently installed new equipment 
that one tool setter could service. But until 
reports finally come in next month, those 
idle hours are undetected. And while 
they’re chalked up to “overhead,” another 
bit of profit is sliding down the drain. 


With Keysort punched-card accounting, 
both Jack and Charlie could be carrying 


eee e 
a *e,0° vee, 
Seee $ 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio - 


Offices in principal cities * In Canada 


a full load right now. For Keysort would 
have given this department foreman a 
daily breakdown of indirect labor, would 
have helped him spot idle man hours, un- 
realistic labor costs when they occurred 
— would have shown him the necessity of 
releasing either Jack or Charlie to a 
department where he was really needed. 

McBee Keysort can give you faat, 
accurate reports on every phase of factory 
operation. Whatever your size or set-up. 
At remarkably low cost. Your nearby 
McBee man has a presentation which will 
show you how it’s done. /t will take him 
just one hour from start to finish. Phone 
him, or write us. 
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Division of Royal McBee Corporation 


The McBee Company, Ltd., 179 Bartley Drive. Toronto 16. Ontaria 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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Addo’s new Model 241F has a grand 
total register; it also features auto- 
matic step-over and minus repeat key 


The current trend to the use of decora- 
tive colors is represented by this new 
Clary ten-key adding machine 


Alma offers the Everest Multirapid 
printing caleulator with automatic mul- 
tiplication, using dial at left 


Fremaco’s Summira adding machine is 
emall, light in weight (4'4% Ibs.), and 
low in cost (845.50) 
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of these things make the equipment 
more convenient and easy to use, 
Most of these improvements accom 
plish savings not by increasing the 
speed of calculation, but by performing 
automatically certain sequences of steps 
which formerly had to be taken in 


dividually by the operator. 


It is possibly a sign that the field for 
really high-speed work must be left to 
the electronic computers that manufac 
turers are turning their thoughts also 
to certain non-functional matters. Es- 
thetic considerations have appeared— 
adding machines may now be had in 
color, 

In deference to the electronic age, 
however, some of this equipment has 
been adapted so that it can be incor 
porated into integrated data processing 
systems. 


otherwise 


For example, a number of 

conventional adding ma 
chines, calculators, and accounting ma 
chines have been modified to read or 
punch a paper tape tor use with other 
machines. The conventional machine 
is not out of date even in the day ol 
IDP, for it can be used for inputs and 
outputs of data to and from IDP sys 
tems. 

jut it is not IDP equipment with 
which this section is concerned, The 
manufacturers list which follows covers 
the principal makers of standard adding 
machines, calculators, and accounting 
and bookkeeping machines. It also in 
cludes manufacturers of such useful de 
vices as charts, tables, scales, and “one- 
writing” manual bookkeeping and ac 
counting systems. Fitted into appropri 
ate systems, this equipment is still cap 
able of doing the bulk of business’ 
labors. 

Also worth considering are certain 
accounting systems using duplicating 
equipment, which are capable ot “one 
writing” applications to accounting 
procedures, 


The Manufacturers 

{ddo Machine Co., Inc., 145 W. 57 
St., New York 19. The Addo-X line 
has eleven basic models of ten key add 
ing machines, both electric and manual. 
Special features include automatic step 
over, minus repeat key, and interloc ked 
keys. Price range, $175 to $415. Models 
lor bookkeeping and accounting work 
are also available. 

Iddressograph-Mulugraph Cor 
1200 Babbitt Rd., Cleveland 17. While 
this company does not manufacture 
hguring equipment as such, certain of 
its larger Acddressograph models use 


Tools of the Office 


metal address plates carrying numeri 
cal information which can be added 
in the machine in accumulating regi 
sters, and can be used in the equipment 
fol operations in connection with pay 
roll, accounts receivable, billing, and 
other operations. 

R. C. Allen Business Machines, Inc., 
678 Front Ave., N. W., Grand Rapids 
4, Mich. Allen line includes ten-key 
and full-keyboard adding and calcu 
lating machines, both manual and ele« 
tric (including a new portable electric 
model 9 in. long and weighing 11 Ibs.), 
and electric bookkeeping and account 
ing machines. Prices: of adding ma 
chines and calculators, $185 to $600: of 
bookkeeping machines, $390 to $575. 
Also cash registers. 

ilma Office Machine Corp., 440 
Fourth Ave., New York 16. Line of 
Everest adding and calculating ma 
chines, both manual and electric, with 
ten-key keyboards, Line 
printing calculator 


includes 
featuring correct 
printing of decimal points, automatic 
multiplication. Price range, $185 to 
$445, 

lyres Corp., Box 1081, Wilmington, 
Calif. Calculer-D is simple device of 
plastic, using interchangeable drum 
type charts for computations of wages, 
F.LC.A., and withholding taxes. Re 
sults show on single line. Price, $14.95, 
with one drum. (Additional charts ‘re 
quired if pay period changes), $1.75. 

Barrett Adding Machine Div., Lans 
ton Monotype Machine Co., 24th and 
Locust Sts., Philadelphia 3. Barrett of 
iers manual and electric adding ma 
chines with automat step-over to as 
sist in multiplication. Machines are of 
ten-key type, with results printed out. 
Prices, $212.20 and $306.70 

Bates Accounting Forms Co., Inc., 33 
W. 42 St., New York 36. 
ing” manual accounting systems in 
Auditrol 


(check), accounts 


“One-writ 


clude systems tor payroll] 
payable, and ac 
counts receivable, and Ever Ready pay 


roll (cash) 


system. Various forms, 


placed one above the other in proper 


Next Month: 


Addressing equipment 


Mailroom equipment 
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It's ADDO-X’s precision 
manufacture that reduces 
operational noise to a whisper. 
With new fast action,” 

fingers literally dance across 
the keys. The STEP-O-MATIC 
lever offers calculator 
performance at adding 
machine cost when 
multiplying. 


Write today for literature t. 


“At 175 r.p.m. 
+Also on our NEW two register machine. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 56-6940 


WEST COAST BRANCH 


WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD. 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5.2247 


hi For further details mail this advertisement with your letterhead. 
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This new NCR 14-column adding ma- 
chine is offered in models with single 
total, two totals, and grand total. 


One of several new European ma- 
chines, this Addicaleo full-keyboard 
culator is in the $400-500 range. 


The No. 57K FP bookkeeping machine, 
with two totals, “live” keyboard, is a 
new “low cost” NCR model. 


Felt & Tarrant’s Comptograph “202 
M” has semi-automatic multiplying, 
prints factors and answer on 2 lines. 
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registration, with interleaved carbons, 
permit writing of several entries simul- 
taneously. Price range, $22.75 to $99 
and above. Also Taxmeter models with 
drum-ype charts for computing with- 
holding taxes ($24.50 to $39), Color- 
dex tax charts ($7.50 a set), and Calcu 
charts for computing wages ($1 and 
$1.25 a chart, depending on wage rate). 

The Blackbourn Systems, Inc., 230 S. 
Cedar Lake Rd., Minneapolis 5. 


of “one-writing” manual systems and 


Line 


associated forms for such purposes as 
accounts receivable, accounts payable, 
payroll, inventory, general ledger, etc. 
Loose-leaf, post, and ring types avail 
able. 

Burroughs Corp., 6071 Second Ave., 


Detroit 32. includes 


Extensive line 
electric and manual adding machines 
and calculators, and bookkeeping and 
accounting machines, Adding machines 
include Ten Key line of 10 basic models 
($294-$404), Director group of nine 
models ($330-695), and Thriftline ma- 
chines ($126-247). 
of full-keyboard type, are priced from 
$188 to $1,066. 
counting machines of Sensimatic line 
are priced from $1,875, and are de 
signed for all types of accounting work. 
One model has both a typewriter key 
Bur- 
small 
(about $35,000) electronix computer. 


Seven calculators, 


jookkeeping and ac 


board and direct multiplication, 
roughs also manufactures a 

Business Systems Corp., 436 Pearl 
St., New York. Accu-Rite 


“one-writing” manual systems for pay 
B ) 


Line of 


roll, accounts receivable, accounts pay 


able, and other uses. Design incor- 
porates a book-enclosed device for hold 


ing forms in registration. 


Clary Corp., 408 Junipero, San Gab 
riel, Calif. Clary line of adding ma- 
chines includes two electric ten-key 
machines ($350-$400), nine full-key 
board electric models ($220-450), and 
two manual models ($150-200). Most 
machines have direct subtraction and 
credit balance. Among special features 
are thumb add bar to permit entry of 
whole numbers at one stroke, provision 
for holding a constant factor through 
several operations, automatic step-over, 
etc. Newest models available in color. 
Some equipment adapted to IDP use. 

Classic Calculators, Inc., 387 Fourth 
Ave., New York 16. (A subsidiary of 
Rex-Rotary Distributing Corp.) Line 
includes two Classic printing calcula 
tors with automat multiplic ation, two 
legisters balance, 
grand total, and other features. Ma 
chines are electric and 


(duplex), credit 


ten-key 


have 


Tools of the Office 


keyboard. Prices, $540 and $570. 

Curta Calculator Co., 4755 W. Madi 
son St., Chicago 24. Line includes 
small calculator model of unusual cylin- 
drical design which can be held in the 
hand. 

Delbridge Calculating Systems, Inc., 
2502 Sutton Ave., St. Louis 17. 


of charts, tables, and scales, covering 


Line 


wide range of applications, such as 
payroll rates, taxes, interest, amortiza- 
tion, personal loans, time payments, 
etc. Charts from 25 cents to $3.50, 
tables from $5 to $25. Payroll Calcu 
lator, containing 410 rates of hourly 
pay, $25. 

The Inc., 261 


Broadway, New York 7. ine of man 


Denominator Co., 


ual tabulators, for sorting out types of 
numerical data and obtaining totals 
within each category. Price range: 
from $7.50 for smal] single units to 
$3,000 or more for large assemblies. 
Evans Specialty Co., Inc., 1800 E. 
Grace St., Richmond 23, Va. Current 
information was not available at press 
This 
made Calca-Dial plastic payroll compu 
ters of the dial type. Scales for differ- 


ent wage rates allowed for calculation 


time. company, however, has 


of straight time and overtime. 

Facit, Inc., 404 Fourth Ave., New 
York 16. 
manual and five electric adding ma 
chines of the ten-key type. Prices, $169 
to $199 and $310 to $415. Facit line of 
ten-key calculators includes two man- 
ual and three electric models. Prices, 
$199.50 to $275, and $275 to $495. Also 
three lever set Odhner calculators, $130 
to $185. Equipment is made in Sweden. 

Felt & Tarrant Mfg. Co., 1735 N. 
Paulina St., Chicago 22. Five Compto 
graph “202” ten-key electric adding 
machines, $320 to $415. Eleven full- 
keyboard Comptometers, including elec 
tric and manual models, $265 to $1,150. 


Also two Comptometer “one-writing” 


Odhner line includes two 


svstems of the manual pegboard type, 
for posting, distribution, and analysis 
of various kinds, $45 to $95, with sep- 
arate components extra. 

Fremaco International, Inc., 188 W. 
Randolph St., Chicago 1. One small 
Summira manual machine for adding 
and subtraction. Machine weighs 41 
lbs., measures 4% by 6! 
$45.50. 


by 5 inches. 


Friden Calculating Machine Co., Inc., 
2350 Washington Ave., San Leandro, 
Calif. The Friden line includes both 
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WEBB & KNAPP, INC. | 


“Werld's Lorgest Real Estate Developers” 


“Sfational Accounting Machines save us *26,500 
a year...paying for themselves every 6 months.’’ 


—WEBB & KNAPP, INC., New York 


r 
! 
' 
' 
' 
' 
' 
' 
' 
' 
' 
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“National accounting machines save us 
$26,500 a year, thus repaying our in- 
vestment about every 6 months. 
“Nationals render several benefits on 
our operation of real estate records. 
Statements are mailed promptly to all 
our tenants, with everything proven to 
be correct before they are mailed. We 
could not operate properly today with- 


out this promptness of mailing, com- 
bined with assured accuracy. 

“The machines’ simplicity, and the 
large part of our work that they do auto- 
matically, make it easy to train oper- 
ators. And our operators are happier 
because their work is made easier.” 


Secretary 
tay y i & Treasurer 


THE NATIONAL CASH REGISTER COMPANY, varron 9, onto 


989 OFFICES IN 94 COUNTRIES 
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In your business, too, Nationals 
will pay for themselves with the 
money they save, then continue 
savings as annual profit. Your 
nearby National man will gladly 
show you how. (See the yellow 
pages of your phone book, or 
write us at Dayton 9, Ohio.) 


*TRAOE MANK REG U6. PAT OFF 
* 
* 
ACCOUNTING MACH’ WES 
ADDING MACHINES « CASH \,(O1STERS 
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ten-key adding machines and full-key- 
board calculators. One ten-key mode] 
has keyboard dials to show items en- 
tered before printing or adding. Sev 
eral adding machines have extra-col 
umn totaling, special features for rapid 
multiplication, Calculators have “Magic 
Division” with automatic decimal point 
and automatic carriage positioning; one 
has automatic square root extraction. 
Prices: adding machines, $325 to $380; 
calculators $600 to $1,300. Also offered 
is the Computyper, an automatic billing 
machine combining calculating facilities 
with an electric typewriter and tape 
punch and reader, Also tape-punching 
adding machines. 

Charles R. Hadley Co., 330 N. Los 
Angeles St., Los Angeles \2. Line of 
manual “one-writing” systems. Write 
it-Once models have collating device to 
hold forms in registration for simulta 
neous writing of records for payroll, ac 
counts receivable , accounts payable, bill- 
ing, and inventory. UniSort systems 
employ marginally punched cards for 
sorting by needle. 

Charles F. Herbstreith Co., Nutley, 
NV. /. Line of tables and scales for vari 
ous accounting and bookkeeping pur 
poses. 


—— 


G. R. KINNEY CO., INC. Uses DENOMINATOR 
to accumulate refill orders from over 350 stores 


Tools of the Office 


International Business Machines 
Corp., 9 Madison Ave., New York. 
IBM equipment for bookkeeping and 
accounting is primarily of the electronic 
and punched card varieties and is there 
jore considered in the category of in 
tegrated data processing equipment, 
which was discussed in this section in 
the February issue. The line includes 
punched card equipment of all types, 
and electronic cal ulators ranging up 
to giant computers. The Cardatype is 
a “one-man system” capable of prepar 
ing complete sets of related documents 
simultaneously; it performs the re 
quired computations as well as provid 
ing outputs to electric typewriters, or 
to common language media, including 
punched cards and punched paper tape. 

International Payroll Machine Co., 
RD No. 1, Oxford, Pa. One full-key 
board electric payroll denominator for 
listing, totaling, and denominating cash 
payrolls. The manufacturer describes 
‘as a “ratio calculator” which is a 
“specialized adding machine with con- 
version factors built in.” Price, $1,500 
to $2,000. 


——-—-— <= 


This nationally-known retailer of fine shoes and 


handbags must maintain accurate records in order to 
keep all stores properly stocked. A most exacting and 


time-consuming task. 


With Denominator the time required to accomplish 


this task has been cut in half! 


Write Dept. Om 65. 


The DENOMINATOR COMPANY, Inc. 
26) BROADWAY, NEW YORK 7, N.Y. 


NEVER BEFORE 


@ so much space 


@ so many exhibits 


@ so great an 
audience 


@ so mony new 


Without obligation, we'll be happy to —_ 
show you how The DENOMINATOR can 
help you on your sort and count problem. 


Manufacturers of Tabulating Machines for 40 years 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


Acres and Acres of Ideas 


at the largest management show ever held anywhere 


@ so much interest 


Johnston Adding Machine Co., 13343 
Sherman Way, North Hollywood, Calif. 
Two ten-key electric adding machines, 
priced at $350 and $375. Features in 
clude automatic credit balance, back 
space key, two-color ribbon to print all 
answers in red. 

Lightning Adding Machine Sales Co,. 
2306 W. Slauson Ave., Los Angeles 43. 
One small portable adding machine of 
special design in which numbers are 
added or subtracted by turning a stylus 
in dials which somewhat resemble the 
dial of a telephone. Price. $14.95. 

Marchant Calculators, Inc., 1475 
Powell St., Oakland 8, Calif. The Mar 
chant line contains eight full-keyboard 
electric calculators. Deci-Magic ma 
chines feature automatic placement ol 
decimals; other features include sepa 
rate front dial for individual or con 
stant multipliers, automatic single-entry 
squaring, automatic half-cent round off, 
automatic accumulation of products 
and quotients, and gsand total accumu 
lation. Twin-Set Figurematic models 
show two keyboard dial entries for one 
keyboard entry, permitting simultane- 
ous grand total accumulation and in 
dividual extensions in one operation. 
Rapid Multiplier machines are de 


MANAGEMENT comes to see, to test, to 
compare all that is new and proven in 
every thing used to construct, maintain 
and operate the modern office. 

DEALERS come to compare lines, and to 
see those progressive manufacturers who 
sell “through dealers” not just “to 
dealers.” 

EVERYBODY comes with just one pur- 
pose—to plan their methods and pur- 
chases. There are no social events, 
“Meetings” or other distractions. 


F NATIONAL BUSINESS SHOW 

|. New York Coliseum—Columbus Circle, New York 

_ October 15 thru 19, 1956 
RUDOLPH LANG, Managing Director 

33 West 42nd Street, New York 36, N. Y. * PEnnsylvania 6-6760 


1-10 PM DAILY 
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H.C. Allen ........ 
lays gies final vac 


The new R. C. Allen Electrite is a happy combination of the best features of an 


electric typewriter and a manually operated typewriter. It provides the ease 
and uniformity of electric typing at the cost of a manual machine. This 
ingenious design gives electric operation where 95% of all typing actions 

are performed, but retains manual operation where 95% of all electric service 
complaints occur on full-electric models. For complete information on this 


remarkable new machine, call your R. C, Allen typewriter dealer, or write: 


R.C.Allen Business Machines, Inc. 


686 Front Avenue, Grand Rapids 4, Michigan 


TYPEWRITERS - CASH REGISTERS - ADDING MACHINES - SAFES: FILES - BOOKKEEPING MACHINES 
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New Underwood Sundstrand Model E 
features choice of three simplified 
methods for billing receivables 


This new R. C. Allen electric calculator 
is designed for portability; it is 9 
inches long, weighs 11 pounds 


Typical modern shortcut is compact 
row of keys at right of Odhner (Facit) 
keyboard to simplify multiplication 


signed to be unusually fast. Price, $400 
to $2,750. 

The McBee Co, (a division of Royal 
McBee Corp.), Smith St., Athens, Ohio. 
Line of manual “one-writing” systems. 
Payroll Poster, for payroll work, and 
Ledger Poster, for accounts receivable, 
are used to prepare several related forms 
simultaneously, Forms are held in reg 
istration on a board equipped with 
ratchet device and knob, allowing for 
automatic setting of torms for subse 
quent entries, Also, Keysort account 
ing systems employing marginally 
punched cards sorted by needle. 

MeMillan Book Co., 701 E. Genesee 
St., Syracuse, N. Y. Line of “one-writ- 
ing” systems. Current information not 
evailable at press time. 

Monroe Calculating Machine Co., 
Inc., 555 Mitchell St., Orange, N. ]. 


60 


Adding machine line includes ten-key 
and full keyboard models, both manual 
and electric, some with shuttle carriage 
action, of simplex and grand total 
types. Calculating machines, both elec 
tric and manual, are of full-keyboard 
type; machines add automatically while 
multiplying or dividing, and store in 
dividual answers. Prices, $195 to $910. 
Accounting machines are offered in 
simplex, duplex, and multi register 
models, for all types of accounting 
work. Some machines are adapted to 
punch paper tape or punched cards for 
use in integrated data processing sys 
tems. Prices, $750 to $3,000 for stand- 
ard models. 

The National Cash Register Co., 
Main and K Sts., Dayton 9, Ohio. The 
extensive NCR line includes 43 electric 
and 8 manual adding machines of the 
tull-keyboard type; “live” keyboard, 
available on many models, permits 
amount keys to serve as own motor 
bars, a time-saving feature; simplex 
and duplex models available. Prices, 
$130 to $715. Four printing calculators 
ore priced from $510 to $600; live key- 
board available. Seventeen models of 
adding-bookkeeping machines, priced 
from $607 to $1,025, are designed for 
accounts receivable and payable, stock 
records, and sales distribution. Wide 
line of accounting machines (more than 
a hundred) for all types of accounting 
functions, including banking work, of 
fered at prices from $1,360 to $10,000. 
Also IDP equipment. Some equipment 
stores data and automatic control in 
formation as magnetic spots on reverse 
of otherwise conventional printed ac 
counting forms. 


Ocrlikon Tool & Arms Corp. of 
America, Business Machines Div., P. 
O. Box 3049, Asheville, N. C. Line of 
ten-key adding machines, both electric 
and manual, including printing models. 

Olivetti Corp. of America, 580 Fifth 
Ave., New York 36. Line of Italian 
made adding machines and printing 
calculators, electric, of the ten-key type, 
with automatic carriages. Features in 
clude double- and triple-zero keys, di- 
rect subtraction, automatic credit bal 
ance, and discount key. Printing cal 
culator has separate multiplication key 
board. Duplex machines available. 

Payroll Tax Service, Inc., 44 W. 29 
St., New York 1. The Payrollmaster, a 
semi-automatic “one-writing” machine, 
is designed for simultaneous multiple 
posting to various related documents 
and forms. It can be used for accounts 
receivable and accounts payable, as well 


Tools of the Office 


as for payroll work. Price, $75 to $80. 

Plus Computing Machines, Inc., 5 
Beekman St., New York. Adding ma- 
chines, both electric and manual, of the 
full-keyboard type. Duplex model has 
extra register for automatic grand and 
net totals, automatic accumulation, sub- 
traction, and “full cent.” 

Regna Cash Register Co., 175 Fifth 
Ave., New York \0. Line of manual 
and electric adding machines of the 
full-keyboard type, including printing 
models. Also cash registers, both man- 
val and electric, in single total and two- 
total designs. 

Remington Rand, Dw. of Sperry 
Rand Corp., 3\5 Fourth Ave., New 
York 10. Remington Rand’s extensive 
line includes 60 adding machines, man 
ual and electric, of the ten-key type, 
some of them printing models. Price 
range, $110 to $450. Also a line of 
ten electric ten-key printing calculators, 
at $455. Bookkeeping and accounting 
machines available in wide range of 
sizes for all types of bookkeeping and 
accounting work. In addition, the 
company has a large line of punched 
card equipment and electronic comput 
ing equipment which has been dis 
cussed in the February issue of this 
inagazine in the section devoted to 
equipment for integrated data process 
ing. 

Resulta Adding Machine Co., 110 
Glen Head Rd., Glen Head, L.1., N.Y. 
Line of small German-made adding 
machines in the $50 category. 

The Reynolds & Reynolds Co., Post 
Rite Div., 800 Germantown Ave., Day 
ton 7, Ohio. Line of “one-writing” 
bookkeeping and accounting systems 
of the pegboard variety. Forms are held 
in registration on the board; entries 
made on the top forms post automatic 
ally to the forms below. 

S-K Forms Co., 1619 Walnut St., 
Philadelphia 3. Payroll systems for 


small offices (25 to 200 employees ). 


Safeguard Corp., Lansdale, Pa. Three 
“one-writing” systems of the pegboard 
type, usable for cash payrolls, check 
payrolls, and general disbursements. 
Pre-shingled checks and pay statements 
end other forms are held in registration 
on a 9Y%-by-124-in. folding board, 
allowing preparation of related records 
at one writing. Prices, $50 to $150. 

The Shaw-Walker Co., Muskegon, 
Mich. Kopi-Spot system for payrolls is 


‘ 


of “one-writing” type in which several 
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accounting records are created at one 
writing, the forms being held in place 
in proper registration on a board, with 
postings made automatically from the 
top form to those below. 

The C. E. Sheppard Co., 4401 21 
St., Long Island City, N. Y. Seven 
Multi-Rite systems of the “one writing” 
variety, in which forms are held in 
registration on a board, permitting 
preparation of several records at one 
writing. Systems available for payroll, 
accounts receivable, accounts payable, 
time payments, collection agency ac 
counts, and hospital charge control. 

Smith-Corona Inc., 701 E. Washing 
ton St., Syracuse 1, N. Y. Smith-Cor 
ona line of adding machines includes 
models of the full-keyboard type, man 
ually operated. Price range, $94.50 to 
$112.50. 

Specialty Papers Co., 2028 Farring 
ton St., Dallas. Time-O-Graff is dial 
type scale for computing elapsed time 
in payroll calculations. Price, $2. 


Speedograph, Inc., 5440 S. Ashland 
Ave., Chicago. While current informa 
tion was not available at press time, 
Speedograph has made “one writing” 
systems of the pegboard variety, for 
payroll, accounts receivable, and ac 
counts payable. 


Suift Business Machines Co., 5 
Church St., Great Barrington, Mass. 
Switt manufactures a small manual 
adding machine of the ten-key type, 
weighing 64; lbs., equipped with vis 
ible dials, two-color ribbon, and other 


features. It is priced in the $100 cate 
Rory. 


The Todd Co., Inc., 1150 University 
ive., Rochester 7, N. Y. The Form 
Master is a “one writing” system for 


accounts receivable, accounts payable, 
and payroll. Forms to be written simul 


taneously are held in registration on a 
board. 


Underwood Corp., \ Park Ave., New 
York 16. The wide Underwood Sund 
strand line contains the following: Five 
single-register manual ten key adding 
machines, priced from $184 to $294, 
Six single register ten-key electric mod 
els, priced from $294 to $550. Three 
two-register electric machines, priced 
from $519 to $835. One single-register 
ten-key electric calculator, at $495. Five 
basic models of Underwood Sund 
strand accounting machines, for all 
types of accounting operations, with 
ten-key keyboard, flexible date key- 
board to print full date automatically, 
automatic form stop, interchangeable 
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carriages, and other features. Three 
basic Underwood Elliott Fisher mod 
els, for all accounting purposes, with 
ten key keyboards, from one to 30 col 
umn registers, flat writing surface, etc. 
Accounting machines are priced from 
$900 to $5,000. 

Victor Adding Machine Co., 3900 N. 
Rockwell St., Chicago 18. Line of ten- 
key and full-keyboard electric adding 
machines and printing calculators, Fea 
ture of calculator is three-position 
“flick” control moved up to multiply, 
down to divide, or pressed while in 
middle position to add or subtract. 
Other features include automatic con 
stant lever, total transfer button to per 
mit retaining a total in the machine 
for future use, and Mult-O-Mati 
lever to provide automatic multi 
plication without printing more on the 
tape than multiplicand, multiplier, and 
answer. Also a Mark-O-Matic machine 
to print price, tax and code information 
on retail price tags, and equipment tor 
use in integrated data processing. 

Vistrecord, Inc., 54 Railroad Ave., 
Copiague, L. 1, N. Y. Triposter is a 
“one-writing” system adaptable to a 
variety of bookkeeping procedures. The 
unit consists of a flat box in which the 
journal sheet moves on rollers and is 
advanced by lever action. As many as 
seven records can be posted at one writ 
ing. Carbon is contained within the 
machine, to eliminate handling. 


People in the News 


(Continued from page 23) 


R. F. Bertram has retired as Air 
temp Division controller of the Chrys 
ler Corp., Dayton, Ohio. 

Vernon L. Williams has been named 
director of personnel, The Coleman 
Co., Inc., Wichita. 

H. W. Surbrook has been appointed 
controller of Russell Kelly Office Ser- 
vice, Detroit. 

Gilbert E. Jones has been appointed 
general sales manager for IBM's Elec- 
tric Accounting Machines Division, 
succeeding Orland M. Scott, who has 
been nominated for the presidency of 
IBM’s planned subsidiary corporation 
for service bureau operations. 

Simon Lazarus, |r., has been named 
manager of the personnel department 
of Federated Department Stores, Inc., 
of New York. 

Bernard |. Campbell has been elect 
ed treasurer and a director of Anchor 
Precision Corp., Westbury, N. Y. 


Harry E. Byrne has been appointed 
secretary-treasurer of Webster Mig., 
Inc., Tiffin, Ohio. 

John G. McKean has been named 
treasurer of Hycon Mfg. Co., Pasadena, 
Calif. 

Edward S. Dauber has been named 
treasurer of ACF-Wrigley Stores, Inc., 
Detroit. 

John Tucker has been named assist 
ant secretary and treasurer of HeliCoil 
Corp., Danbury, Conn. 

Richard D. Windatt, formerly treas 
urer and director of Tek-Hughes Corp., 
has been elected vice president of Penn 
Texas Corp., New York. 

Glenn E. Taylor, |r., treasurer ot 
American Colortype Co., Chicago, has 
been elected vice president in charge ot 
operations. 

B.]. Tiffany has been made treasures 
of Hazeltine Corp., Litthe Neck, N. Y.., 
and of Hazeltine Electronics Corp. 

Robert L. Wilson, treasurer of Hou 
daille Industries, Inc., Buffalo, N. Y., 
has been elected vice president and has 
been succeeded as treasurer by Thomas 
k. Bainbridge 


named assistant treasurer. 


illen Lang has been 


W. G. Harter has been named execu 
tive vice president and treasurer of 
Continental Steel ¢ orp., Kokomo, Ind., 
and M. M. Pfeiffer has been appointed 
comptroller. 

C. R. Herpich has been elected vice 
president and treasurer of Plymouth 
Oil Co., Pittsburgh. Morton Taylor 
has been elected secretary. 

Charles R. Ogsburg, presidem of 
Commercial Controls ¢ Orp., Rochester, 
N. Y., has been elected vice chairman 
of Friden Calculating Machine Co., 
San Leandro, Calif., which recently ac 
quired Commercial Controls as a sub 
sidiary. 

S. G. Larkin has been named vice 
president and controller of Englander 


Co., Inc., Chix ago. 


{ To page 62) 


The editors of Office Manage 
ment and the entire staff of Gey 
er-McAllister Publications wish 
lo express their sorrow at the 
sudden death on July 17th of 
Charles B. Rosengren, 66, who 
had been on the sales staff of 
this organization for more than 
twenty-tive years, and to offer 
their deep sympathy to the fam 
ily. 
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(From page 61) 


L. D. Peth has been made controller 
of Chicago Rivet & Machine Co., Bell- 
wood, Ill, 

H.. Danforth Starr, vice president and 
treasurer of Cerro de Pasco Corp., New 
York, has been elected a director. 

Benjamin F, Van Wormer has been 
elected comptroller of American Radi 


on work simplification in the Division 
of Administration of New York City. 

A. |. Behrens has been elected execu 
tive vice president and secretary ol 
Pepsi-Cola General Bottlers, Inc., Chi 
Capo, 

A. E. Stimson, secretary and treas 
urer of Charles R. Hadley Co., Los 


Angeles, has been elected a director of 


ator & Standard Samitary Corp., New 


York. 
been named treasurer and controller, 
respectively, of Safeway Stores, Inc., 


Oakland, Calif, 


president and treasurer of Granite City 
Steel Co. 


pointed senior management consultant 


]. W. Rupley and Hugh Frost have 


G. B. Schierberg has been elected 


Dr. Herman Limberg has been ap 


NEWEST TREND IN 
PAPERWORK SYSTEMS 


Weber Stencil for addressing 
shipments can be cut as part 
of your paperwork procedure 


Two jobs must be done before your prod- 
ucts can be shipped — paperwork must be 
prepared and containers addressed, Here 
are several modern Weber systems for tying 
the jobs together at savings in time and 
effort. 


Key to the efficiency of these systems is the 
Weber stencil which is cut as part of your 
order-invoice writing procedure and be- 
comes your shipment addressing master. 
This inexpensive paper stencil can be cut 
as a by-product of your forms writing on 
automatic equipment, or separately. Re- 
gardless of your paperwork procedure or 
equipment used, you can integrate the 
Weber stencil. And once it’s been cut, it’s 
ready to address labels, tags or use directly 
on cartons with Weber hand devices or 
machines, 


Look into the remarkable advantages of 
these Weber marking systems right away. 
See the coupon below. 


INTEGRATED DATA PROCESSING EQUIPMENT, such 
writer (left) and Teletype (right) equipment, and other punched 
card and tape opersted machines cut Weber stencils as part of Weber stenci! hand device. This 
user's paperwork system. Stencils can be adapted to practically popular addressing system is 
any modern forms procedure 


The Todd Co., Rochester, N. Y. Todd 
has reelected Lawrence S. Callaghan 
as vice president and treasurer, Frank 
H. Day as secretary, Charles F. Watson 
as comptroller, Joseph Neides as assist 
ant secretary and assistant treasurer, 
Ernest R. 
tary, and Len W. Bowen as assistant 
treasurer. 


R. EF. Linton and G. K. Scrymgeour 
have been elected treasurer and secre 


BY-PRODUCT Weber Tab-On Stencil is 
tabbed over ship-to area of your invoice, 
bill-of-lading of shipping forms and cut 
as @ by-product of the forms writing. In 
one typing, addressing master and forms 
are prepared with customer's address. 


CONTINUOUS STENCIL Weber Continu- 
Matic Stencils, mounted in continuous 
form on marginal punched carrier sheet, 
are cut quickly and easily on typewriter, 
aviomatic tabulating equipment, and 
other punched-card and tape operated 


machines 


Flexo CUSTOMER'S ADDRESS 5 im 


printed directly on cartons with 


fast, neat and systematic 


ee a rotted erie 


Weber | "tire 

Systems 
Div. of Weber Addressing MachineCo.tnc., § Firm 
Mount Prospect, tilinois Street 


Creators of systems for oddressing and 1 city 
marking labels, tags ond containers 


Name 


WEBER MARKING SYSTEMS + Dept. |7-r 
| Mount Prospect, Illinois | 
Please send information on Weber Stencils and how | 
they can simplify our shipping paperwork procedure | 


State 


| 
! 
| 
seen ee moe wee wee ew 
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Vollwiler as assistant secre 


tary, respectively, of Albert Kahn As- 
sociated, Architects and Engineers, 
Inc., Detroit. 

Martin Elander, Frank ]. Coyken- 
dall, and Lawrence Baker have been 
reelected secretary and treasurer, con- 
troller, and assistant secretary and as 
sistant treasurer, respectively, of United 
Aircraft Products, Inc., Dayton, Ohio. 

Wallace Nowel has joined CIBA 
Pharmaceutical Products, Inc., Sum 
mit, N. J., as an assistant to the office 
service manager in the financial con 
trol division. 

Richard 8. McNeal, chief accountant 
of the controller’s division, Burroughs 
Corp., and Stanley |. Blaznek, assist 
ant to the controller, have been appoint 
ed assistant controllers and officers of 
the company, and Zayne E. Applegate, 
assistant controller and an officer, has 
resigned after 34 years of service. 

Raymond E. Hoyne has been ap 
pointed executive director, Railway 
Systems and Procedures Association, 
and George C. Randall has retired as 
executive secretary. 


Automation— 
(From page 38) 


stallations are increasing sharply across 
the country, and that in the Midwest 
alone, nearly one hundred of its data 
processors are already at work, and a 
great many more have been ordered. 

One midwestern concern, State Farm 
Mutual Automobile Insurance Com 
pany, Bloomington, Ill., which already 
has four 650’s in its home office and 
two regional offices, has ordered twenty 
more of the data processors for in- 
stallation in regional offices, the manu- 
facturer reported, while other insur 
ance companies in the midwest that 
have either installed data processors or 
have them on order, include the Zur 
ich-American Insurance Companies; 
the lowa Mutual Insurance Company; 
Northwestern Mutual Life Insurance: 
Employers Mutual; Hardware Mutuals; 
Royal Neighbors of America; Nation 
wide Insurance; St. Paul Fire and Ma 
rine Insurance. 

Other Mid-America concerns using 
or planning to use one of the com 
pany’s line of data processors for vari 
ous clerical operations are: 

Michigan Hospital Medical Service, 
which will use a 705 to update 1,350,- 
(0 subscriber records daily; The Evan 
dale Operating Department of General 


Electric, near Cincinnati, which is 


OFFICE MANAGEMENT 


7 a 
el ee 
"ee ‘ 
op 
ei ee 
2) | 
‘seeahe | 
jae | 
fr 
4 3 | 
fs 
ta il | 
Fy ; 3 :' ( | , 
a ‘ = 
. — 
| g: 3 a 
> ie , | of . 
| : , po 
. } Pe 
r 7 
3+ rag . 
$ n ¢ " o ‘ied "4 x i / . ? 
, — 
| , ETT 


using a 650 on payroll applications; 
Minnesota Mining and Manufacturing, 
which will use a 705 for computing 
sales statistics, payroll, operating ex 
pense reports, and inventory applica 
tions; The Magnavox Company, which 
is processing payroll and labor distribu 
tion on its 650; Bendix Products Divi 
sion of Bendix Aviation, which will 
carry its factory payroll on a 650; and 
the A, O. Smith Corporation, which 
will use a 705 to process payroll, plant 
accounting operations, and production 
control functions. 

Other concerns on the Midwestern 
roster include General Motors Frig 
idaire Division, which is using two 
650's for planning payroll and labor 
distribution, and cost of sales account 
ing, and the same company’s A. C. 
Spark Plug Division, which is using a 
650 for payrolls and inventory controls. 
Gardner-Denver Company will use a 
650 for accounting and production con 
trol problems. Collins Radio Com 
pany uses the first 650 delivered in 
lowa to prepare plant payroll, and 
analyze measured work day perfor 
mance, Caterpillar Tractor is using its 
650 to determine net and gross require- 
ments in production planning; Micro 
Switch division of Minneapolis Honey 
well Regulator Company, will use its 
650 to process payroll, labor distribu 
tion, sales analysis, and inventory and 
production control. 

Whirlpool-Seeger Corporation plans 
to use its “on order” 650 for processing 
gross requirements and payroll; Kel 
logg Switchboard will use its medium 
unit for payroll, as will the Solo Cup 
Company, which will also use it for 
order writing. 

Among public utilities which are 
using electronic data processors, IBM 
lists Commonwealth Edison of Chi 
cago, which is now using a 702 for 
revenue accounting, including billing 
accounts receivable, and credit and 
collection work, and which will trans 
fer payroll and all other accounting 
work to electronic data processors 
when the more powerful 705 which it 
has on order is received. Detroit Edi 
son, which is now using two 650s, also 
plans to install a 705 to handle all cus 
tomer accounting operations. 

The Illinois Central Railroad. the 
New York Central offices in Detroit, 
and the Rock Island Railroad, are also 
either using IBM data processors, or 
plan to instal! them, according to IBM. 


Montgomery Ward and Illinois Bell 


Telephone are also employing 650’s. 
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look better on brighter, whiter 


iS : 


Before you buy more leterheads, compare brighter, 
whiter WESTON BOND with your present letrer- 
head paper. You'll agree, letters look cleaner, 
meater, more impressive on this brighter, whiter 
ag content bond. Ask your printer to use it, 


Sample Book a BYRON WESTON COMPANY 
Address Dept OM > os D LTON, MASSACHUSETTS 


7 


use them FREE for 10 days! 


900 COLLECTION LETTERS 


——THAT BRING IN THE MONEY 


Ready-to-use for Quick Results 
HERE'S HOW TO PULL IN THE CASH—get the ‘slow pays’ off your books— 
without wasting time and money! Send today for a Free-Examination copy of the 
greatest group of credit and collection letters ever put between the covers of a 
single volume— 


Complete Credit and Collection Letter Book 
by JOHN D. LITTLE 
Each and every one of the SOO letters in this new book has been thoroughly 
tested and proven successful. Each one is ready for you to use “as is’ or with 
only slight variations to fit your particular needs. You'll find indwidual letters 
as well as complete series dozens of openings and “hooks’’ to vary your 
, 4 approach techniques and ideas ready to go to work for you AT ONCE 


Just a hint of the gold-mine of ideas you'll get: 


@ simple collection “hook” that brings @ successful ways to collect from non 


in an 89° respome— profit organizations — 

TESTED AND PROVED @ collection series that gets speedy @ dozens of fresh variations on the 
SUCCESSFUL IN results from bad risks— tiresome ‘please remit’ theme— 
ACTUAL USE @ successful 3-stage letter that ap- @ 3 ways to calm down customers 
Remember, all these successful plies increasing pressure—14 “first dunned for bills already paid— 
letters are ready for you to letters’ that bring in payments— @ letters to chronic “discount chisel 
use at once and any one @ forceful “one-shot” letter used to ov — 

could easily be worth hundreds collect accounts charged off as un- @ 5 letters to customers whose checks 
of dollars to you, not only in collectible— have “bounced 

increased collections, but in Why not see for yourself how tremendously 
time and effort. Veteran credit 10-DAY FREE TRIAL! neipful these great letters can be in your 
men are enthusiastic in their work? Mail the coupon below for a Free-Examination copy of the book today! 
praise of the ‘Complete Credit 


and Collection Letter Book.” ak 
George J. Schatz, Vice-Presi- oeoeoe MAIL THIS COUPON NOW - 
dent of Commercial Factors PRENTICE-HALL. Inc., Dept. 5631-K1, Englewood Cliffs, NW. J 
Corporation, says: “This boot Please send me a Free-Examination copy of the “Complete Credit and 


not only supplies ‘know-how,’ Collection Letter Book.’ Within 10 days | will either remit $4.95 plus 


but also makes available doz postage, or return the book and owe nothing 
ens of new credit and collec 


tion ideas.’’ And W. R. Dunn 
General Credit Manager of 
General Foods Corporation 
says: ‘This book is full of the 
how-to-do-it of making your 
letters human, tactful and 
effective.” 


Name 
Address 


City Zone State 


SAVE' Send $4.95 with this coupon and we will pay postage. Same re- 
turn privilege; refund guaranteed 


For More Information From Advertisers Use Readers’ inquiry Coupon on Last Page 
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Many office machines use marginal pre- 
punched forms. And the records you make 
with this modern efficiency system are 
valuable. How do you file them? 

The best way is to bind them in Acco 
Pin Prong Binders equipped with special 
narrow prongs to accommodate the small 
holes in the record sheets. Your records 


will then be safely bound for temporary or 
permanent filing — always in order, always 
neat, always available. 

Acco Pin Prong “9000” line of Binders 
come in many sizes and are available in 
your choice of genuine presshoard (5 
colors) or heavy binder board covered 
with canvas or black pebble grain eloth. 
Your stationer will supply you. Ask him. 


The Accopress 
Binder com. 
bines loose leaf 
conventence, 
large capacity 
and seeonomy. 
Ideal for Cata- 
log Cowers. 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Folder, 
insert «a new Acco 
Fastener andthe 
Folder ts ready for 
another year's filing. 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 
(for marginal multiple punched forms) 
ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS, Ine. 


Ogdensburg, New York 
In Canada; Acoe Canadian Co., Lid., Torente 
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Merit rating— 
(From page 33) 


past who possessed too many low traits 
are no longer supervisors. 

Figure 5 compares standing (above 
or below median) in each sub-score 
with total of the remaining four sub 
scores. A fourfold diagram should be 
read as follows: 8 per cent were low 
in personal traits, above in total of the 
other four; 40 per cent were above in 
both; 50 per cent were low in both; 
2 per cent were high in personal traits, 
yet low in total of the other four. 


High correlation shown 


These diagrams reveal high correla 
tions. They suggest that efforts to im 
prove any single factor (like personal 
traits or quality of work) will tend to 
improve other factors, and vice versa. 
They also suggest the reverse: failure 
in any one tends to pull down the 
others. 

Hence in utilizing merit rating re 
sults the accent should be (as it always 
should have been) on employee devel 
opment, not on mere measurement of 
an employee's effectiveness. The result 
ant should be management action, not 
record notation. 


The old style merit rating denoted 
the general area in which an employee’s 
weaknesses lie—personal traits, qual- 
ity, etc. The analytic method does this, 
too, but in addition it reveals specific 
weaknesses in all areas covered. Thus 
the corrective actions (more than train 
ing) can be prescribed and followed 
through with considerable hope of 
achieving the desired improvement. 
Here are several typical corrective ac 
tions that might be offered under this 
plan: 

Physical: Give him a physical exam- 
ination, and have the physician out- 
line any remedial measures that may 
be required. 


Mental: Cross-wotd puzzles to widen 
vocabulary. 

Technical: Rotate him to other jobs 
for broader experience. 

Supervisory: Learn to use a Plan- 
Trol chart. 

Social; Take a course in public speak 
ing. 

Tension: Develop some hobby re 
quiring use of muscles. 

People respond to personalized at 
tention. The analytic rating plan is a 
management tool which enables man- 
agement to provide such attention and 
develop better employees. 


Sylvania— 


(From page 4) 


morrow morning, exactly how many 
of what kind of product were bought 
today—and where they were bought— 
so as to know how many new ones to 
make tomorrow—and where to ship 
them—for someone to buy, the day 
after. It makes a giant, nation-wide 
business, like Sylvania, as flexible as 
the one man business of fifty years ago.” 

A notable feature of the center is its 
battery of automatic switching devices, 
integrated with the 18,000-mile Western 
Union wire network. Messages to be 
sent to Camillus are preceded by a 
three-letter code which determines how 
the message is to be handled. The let 
ter “D,” for example, indicates that 
the message is to be directed to Camil 
lus, and the appropriate switching is 
accomplished automatically. The sec 
ond two letters of the code indicate the 
such as “PR” for 


“payroll” or “IC” for “inventory con 


type of the message 


trol.” 

As the message is received, this code 
is scanned and the switching devices 
route it automatically within the center 
to a recording machine specializing in 
the type of message concerned. Thus, 
ali payroll data would be transmitted 
tc one machine, all inventory control 
information to another. Administra 
tive trafh« , as opposed to standard data, 
is transmitted to a printer for delivery 
to the addressee. This switching cen 
ter, in short, sorts out all messages auto- 
matically and transmits them to appro- 
priate destinations. It is capable of rec- 
ognizing fifty different types of infor 
mation for this purpose. 

A message originating in any of the 
company stations is punched into stand- 
ard fivechannel paper tape. The tape 
is fed into transmitting equipment in 
the customary manner. The message, 
new converted into electrical signals, is 
transmitted to one of three message 
switching centers for further routing 
to Camillus. 

At Camillus, the machine receiving 
the particular message reads the ele 
trical signals and punches a tape corres 
ponding to that of the original message. 

For the time being, at least, the pro 
cedure provides that this tape be then 
fed into a tape-to-card converter, where 
the information is punched into stand 
ard punched cards. 


The punched cards provide a perma- 


nent record which may be processed by 
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conventional punched card equipment 
it need be, but Sylvania expects to re 
duce punched card operations as the 
takes and 
At present, however, 


Univac system over more 
more functions. 
they serve as a convenient intermediate 
between the punched tape and the mag 
netic tape that is used in the Univac. 
Eventually it may be possible to bypass 
the conversions into and from punched 
directly 


punched tape to magnetic tape. In the 


cards by converting from 
meantime, the cards also provide a 
measure of safety while electronic op- 
erations are thoroughly perfected and 


tested, 

Punched card information is convert 
ed into magnetic tape form. Next it is 
fed into the Univac by means of “Uni- 
servo” units. Here it is processed in 
any of the numerous ways possible in 


End 


entered again on magnetic tape and 


electronic data 


computers. are 
printed out on torms, chec ks, cards or 
other media by means of a high-speed 
printer, The entire operation is per 
formed ecasily—a company representa 
tive said that operating controls had 
been simplified so that it did not take 


an engineer to run the system. 
Processing begins this month 


Sylvania is completing preparations 
for processing the payroll of its Seneca 
Falls plant on the Univac. The opera 
tion will include preparation of printed 
checks, as well as maintenance of all 
necessary individual and summary rec 
ords. The center will then expand its 
payroll] operations, station by station, 
and will ultimately prepare the com 
pany’s entire payroll. It is expected 
that a complete payroll can be turned 
few hours instead of several 


out in a 


days. 


In addition, the Univac will be given 
new types ol jobs from time to time, 
including such functions as inventory 
control, sales accounting, billing, and 
others. The center is designed so that 
an additional computer can be installed 
if required, and the grounds are ex 
tensive enough to permit construction 
of additional centers should the demand 
increase sufficiently. 


The message center has been han- 
dling administrative traffic since the 
middle of March. At the time of ded 
ication, it was expected that the com- 
puter could begin payroll processing 
during August, and that its operations 
would expand constantly 


from that 


point on. 


(To page 63) 
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Classic 


CARBON PAPER 


FROM FROW? 


From the new smudge-proof carbon coat- 
ing to the new shock-proof back, modern 
Classic Carbon Paper is engineered to 
meet the more demanding require- 
ments of modern typewriters 


With ether electric typewriters or re- 
cent manual machines, modern Classic 
Carbon Paper produces a new sharpness 
of write and uniformity of appearance— 
truly the ultimate in carbon copies 


The scientifically formulated carbon 
coating is deep dyed to form a perma 
nent bond with the paper stock fibers. 
The carbon is transferred on/y by impact 
of the type face to produce permanent, 
smudge-proof characters. Micro-blended 
for absolute smoothness, this new 
coating assures complete uniformity of 
upper and lower case characters. 
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MODERN CLASSIC 
CARBON PAPER 


by 


kK . 
COMpLeTewy NEW 


| COLUMBIA RIBBON & CARBON MANUFACTURING CO 
678 Herb Hill Rood, Glen Cove, N.Y 


The shock- proof back softens the jarring 
action of high-speed electric typing— 
the cause of unevenness produced by 
Only exact 
amount of carbon necessary to Create 


ordinary carbons the 


a sharp, full-bodied image is released. 
For carbon copies that you'd be proud 
specify Modern 
Clasie—the carbon paper designed for 
modern typewriters, Columbia Ribbon 


and Carbon Manufacturing Co., Glen 
Cove, N. Y. 


to send to anyone, 


FREE GUIDE! For your free copy of our 


new “Carbon Paper Pacts” type make and 
model of your typewriter and the number of 
catbon copies normally required on your 
company letterhead and mail with Coupon 


Rush free—"' Carbon Paper facts.” 


For More Information From Advertisers 


— 


Use Readers’ inquiry Coupon on Last Page 
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New furniture for reception areas, venetian blinds, aided transformation 


Me = 1925 office gets 1956 look 


. by modernizing 


& partitions and lighting 


Replacing ceiling-high partitions by low, movable units, 
incandescent by fluorescent fixtures, are major moves in 


a conversion that improves layout and appearance 


Executive offices are simple and utilitarian 


THE NOTION of obsolescence, which 
is being pushed so hard these days in 
the field of consumer goods, is, in this 
context, a controversial question. As 
an economic stimulus to production, 
it may be all very well for people to 
discard automobiles, television sets, and 
appliances that are only a year or two 
old in favor of the newest and most 
gleaming models. As a matter of neces 
sity, it would be difficult to make a 
case for the custom. 

True obsolescence, however, is a 
very real fact, even if it doesn’t come 
automatically the moment a new model 
makes its appearance. Productive units 
especially are subject to it. And in 
the office, the furniture and equipment 
through which workers perform their 
duties are as much productive units as 
machine tools are on the assembly line, 
even though they are not always rec 
ognized as such. As with factory ma 
chines, the idea of office equipment ob 
solescence as a matter of fashion, of 
keeping up with the Joneses, is ridicu 
lous. Office furniture has years of serv 
we built into it. But it does not have 
unlimited years; and sometimes, even 
when it is still serviceable, new con- 
cepts, new designs, are so much more 
efhcient than the old that it makes the 
best possible sense economically, to 
scrap the old and install the new. 

This recognition lay behind the re 
cent remodelling of the general offices 
of Lyons Metal Products, Inc., Aurora, 
Ili. Lyons’ offices had first been con 
structed in 1925, and an addition had 
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. » « cluttered old offices as did... 


been made in 1928. For machines, and 
basic furniture and equipment, the 
company has, of course, always had a 
regular replacement program; recently 
this program has been geared to a 
standardized selection procedure so 
that as individual different pieces ol 
old furniture wore out, each was re 
placed with the appropriate unit from 
a set of standard furniture models used 
throughout the company. 

But the physical layout of the offices, 
although excellent by 1925 standards, 
was inadequate, management felt, in 
terms of 1956. The offices had original 


ly been laid out with extensive use of 


. . »« ceiling-height partitions 


AUGUST 1956 


In contrast are the same areas under the new “open” plan .. . 


.» + Where light and low pertitions give office more flexibility 
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CC.MOKUM SOLVES ANOTHER 


COFFEE BREAK 
PROBLEM 


WE'VE BEEN FIDGETING 
FOR AN HOUR, WAITING 
FOR. YOUR -UGHIl- SLOPPY 
> OLD CART ST 


COMPLETE CONTROL * 
MOKUM IS TH’ NAME_, AN’ 
MAKIN’ COFFEE BREAKS 
PLEASANT, BUT Quick, 
IS MAH GAME’ 


SB 


7 “or 
jf ~>,Corree 


TH’ RUDD-MELIKIAN COFFEE 
DISPENSER’'S READY ANY 
TIME —WIF DEE-LISHUS 
“ —\ KWIK-KAPE iy 


A Rudd-Melikian coffee dispenser is the solu- 
tion to the coffee-break problem in any plant 


gr office. It serves Kwik-Kafé coffee—100% 

re, fresh-frozen, delicious; also hot choco- 
Oe and a variety of other beverages. Regular 
servicing by your local Kwik-Kafé dealer. 
Check with him for full details—he's listed in 
your telephone directory—or write direct to us. 


~--------------- 5 


RUDD-MELIKIAN, INC. KY) 


Hatboro, Pa. 

Gentlemen 

Please send me 4 copy of booklet 16H ex- 
plaining how to control the coffee-break with 
RM dispensers 


Name 

Firm 

Street 

City lone State 
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floor-to-ceiling partitions, which were 
used to separate departments, areas 
within departments, and to form corri 
dors. 

The entire office was compartmented 
and broken up into little separate areas, 
by these full-height partitions. This not 
only took valuable space, and hampered 
work flow, but it also aggravated another 
problem faced by the office because of 
the fact that it had not undergone a com- 
plete remodeling since its construction 
in 1925. The incandescent lights stand 
ard then had been used throughout 
to illuminate all work areas, and they 
had been arranged primarily to light 
specihic work areas rather than to give 
even working light 
This 


working light by areas rather than in 


throughout the 


office area. concentration ot 
an overall light pattern for the whole 
office was, ot course, ink reased by the 
compartmenting influence of the full 


height partitions. 


In deciding to modernize the offices, 
Lyons Metal Products management de- 
termined first of all to scrap all the 
full height partitions in favor of low 
movable partitions, and to replace the 
old incandescent fixtures with fluores 
cent lighting. These, as a matter of fact, 
were the two mayor moves in the mod 
ernization procedures. But through 
these simple changes, Lyons achieved 

multitude of advantages. Removal 
of full partitions, and their replacement 
by low movable partitions meant that 
both heating and ventilation through 
More 


impressive 


out the office were improved. 
over, it inade possible an 
saving in floor space, and allowed the 
new fluorescent fixtures to serve entire 
work areas. This even flow of light 
in turn made possible a more efficient 
layout of furniture in all work areas, 
since furniture no longer had to be 
placed im ,relation to available light 
sources, 

The privacy factor which had been 
one of the presumed advantages of the 
old full height partitions was compen 
sated for in the remodeling by the in 
stalment of new sound-absorbent ceil 
ings, so that conversations in the new 
lew partition offices remain as private 
as those held in the former completely 
walled offices. 

Moreover, the better ventilation facil 
ities offered by the low partitions made 
it possible for Lyons to install a central 
air conditioning system to serve the 
which it 
could not have done under its old lay 


needs of the entire office, 


out. 


6R For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


These were the two major factors in 
Lyons’ modernization program: replace- 
ment of full height partitions by low 
ones, replacement of incandescent lights 
by continuous fluorescent fixtures. In 
this, the 
accelerated its regular program of re- 


addition to company also 
placing individual pieces of furniture 
with standard units as the old pieces 
wore out, and replaced all its remain 
ing old furniture with new uniform 
pieces. Repainting—and again the dec 
orative treatment of walls was aided 
by the removal of the old full height 
partitions—and redecoration of some 
executive and reception areas completed 
what was in effect and in appearance 
a major modernization job. 

Just how effective a job it was can 
be seen by the “before and after” pic 
tures on these pages. 


Sylvania 
(From page 65) 

Sylvania does not expect that the 
transfer of accounting to the new cen 
ter will require the dropping of per 
sonnel. Normal turnover, said a spokes 
man, should take care of any decrease 
tact, 
one, staff requirements have actually 


in personnel required. In said 


increased in some cases. 


But personnel reduction is not the 
reason the system was set up. Sylvania 
does not expect to turn out fewer rec 


ords or reports with the new equip 
ment; rather it expects to have them 
faster. And it expects to have faster 
and better control information for man 


agement. 


Mr. Mitchell said, “Aside from mak 
ing operating information available to 
all parts of the company more rapidly 
than ever before and processing that 
information more efficiently, there will 
We will 


not only learn to do some things we 


inevitably be a further bonus. 


have never done before, but we will 
find the answers to some problems that 


we do not even know exist today.” 


Commenting on the effect of setting 
up the new Data Processing Center, 
President Mitchell said, “As the elec 
tronics industry and other industries 
expand, and as new industries develop, 
there will be an ever-increasing pre 
mium on putting new and better ma 
chines to work—not to displace the 
human him the 
broader skills and strengths necessary 
to meet the growing demands of the 


entire economy. Man and present«lay 
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machines and equipment could never 


1 


begin to do all 


of the work that wil 
be required of him in the years ahead 


‘ 


if we want to maintain the steady 
growth in our standard of living. In 
no phase ol industry, Ww hether the office 
or the laboratory or the manufacturing 
plant, will there ever be enough people 
to meet tuture demands. Greatly in 
creased mechanization will be a vital 


necessity. 


“On the administrative side of busi 
ness, the cost of clerical employment in 
industry and commerce has been esti 
mated at nearly $30 billion, and it is 
still rising. 


Fifteen years ago, there 


were 5 million clerks, or about 


sore 
ll per each 100 manufacturing em 
ployees. Today there are upwards of 
twice that 


number, and the ratio is 


more than 16. That is the story in a 
nutshell. Industry has become so com 
plex in every phase of its operations 
that better, faster ways of doing ad 
ministrative work will become increas 
ingly 


necessary, we are to move 


ahead at the rate we have in the past. 


The “administrative revolution” 


“The electronics industry has been 
described as ‘the world’s most promis 
ing technological revolution’—and if 
there is any doubt in your minds, all 
you need do is think of the job already 
being done and the unbelievable fu- 
ture developments now in the labora 
tories. The ‘administrative revolution’ 
1s perhaps not as tar advanced today as 
the technological one, but it will be 
equally far-reaching in its impact. 
Technology, in the final analysis, is im 
portant only in the sense that it serves 
the public. But the right products must 
be made in the right quantities, at the 
right costs, at the right times, and sold 
in the right place. That is the role of 
the administrative revolution—it is the 


very heart of modern industry.” 


The dedication ceremonies were at 
tended by several hundred people, in 
cluaing 


representatives of the com 


panies which produced the major 


( Western 
Union and Remington Rand in partic 
ular), 


equipment in the center 


editors of national and local 


publications, and Sylvania employees. 
short addresses by 
Messrs. Mitchell and Rand, the audi 
ence heard a speech by Walter F. Mar 


shall, president of The Western Union 


In addition to 


Telegraph Co. Following the formal 


speeches, the system demonstrated its 


? 
ability to contact the 71 stations in the 


quic kly 


network and accurately. A 


AUGUST 1956 


message announcing the dedication was 
sent to all stations, together with a 
information § at 


request for W eather 


each point. Replies were obtained 
from all in about two and a half min 
utes—a rate faster than that at which 
three girls could post the information 


on a large map displayed on the stage 


Staff— 
(From page 35) 

girls). If the group is smart, it is obvi 
ous that the man at the head must be 
smart. A department head's main job 
is to get work done through other peo 
ple: it is usually his abtlity to do this, 
rether than technical skill, that will get 
him more promotion. If he does not 
give his people proper support, not 
only will his rating with them suffer 
so will his ability to get the work done 

Unfortunately, the same thing holds 
for errors. The department head is re 
sponsible for running the department 
tight. If his staff makes errors, he ts 
failing in this responsibility, He may 


be able to “pass the buck” to some un 


fortunate inferior once or twice, but un 
less the people concerned really are in 
competent he will not be able to repeat 


His rat 


ing will suffer, not only with his staff 


the periormance many times. 


wut with his SUperors. 


When errors do happen, the staff has 
another factor for rating the boss. Does 


ne “yump on them” or does he invest: 


te calmly and take quiet but firm 


ction to see that it does not happen 
again? Nobody is perfect; everybody 
knows it and excuses an occasional ex 
plosion, particularly if there has obvi 
ously been some provocation for it, But 
cverybody also makes mistakes occa 
s.onally, however hard he tries not to; 
Whether 
or not they are careless in any particu 
they will resent it if they yet 


ind usually people do try. 


lar case, 
“blasted” without any attempt to hear 


their side of the story. If the “blasts 


are too frequent, those with a smatter 


ing of amateur psychology will think 


oy 
it is a sign of insecurity, and those 
without such knowledge will feel in 


secure and discouraged themselves 


Either way production will suffer. I 


ofhce is so lax as 


really to need continual calling-down, 


should clearly he in some 


sore body in the 


he or she 


other typ ot work. 


The capsule “Training in Industry” 
programs state that there are no of 


fenses, as such—only problems to be 


SHARPER 
CLEARER 


COPIES 
FROM 


DIRECT PRINT 
OPY MACHINES 


with master sheets of 


Patapar” 
Transluce 
Parchme it 


These master sheets are a special type 
of Patapar Vegetable Parchment 
scientifically designed for direct print 
copy machines. Quality controlled 
texture and correct, uniform trans- 
lucency assure superfast transmis- 
sion of the ultra violet rays. There is 
no diffusion. The result is speedier 
operation, and infinitely clear, sharp 


copies, 


PATAPAR TRANSLUCENT PARCHMENT 
has a perfect surface for printing 
with opaque or regular inks. It is ex- 
cellent for typing, pen and pencil 


entries, artists sketches or drawings. 


SEND FOR SAMPLES Write on your 
business letterhead for brochure of 
testing samples. Name of nearest 
distributor on request. 
_ Paterson Parchment Paper Company 
Bristol, Pennsylvania ' 
Sales Offices: New York, Chicago 
Weat Coast Plant 
Sunnyvale, California 


Headquarters for Vegetable Parchment since 1885 


For More information Use Readers’ Inquiry Form on Last Page ov 
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What makes a 
publication 
GROW 


GROW 


Simply this: 
AN INDISPENSABLE 
EDITORIAL SERVICE 


Office Management 


is the fastest-growing publication for 
Management Executives . . . with the 
largest ABC PAID circulation by far, 
in the big office market, because it is 
needed and heeded for its editorial 
leadership . . . for its spearheading of 
Office Automation ... for its “Tools 
of the Office” features ... for its Case 
Histories . . . for its sponsorship of the 
“Office of the Year” Awards... because 
it stands out like a beacon above the 
glut of publications in this field. 


The growth book * 
in a growth 23,000 
20,332 


market 


A.B.C. 
Pain 14,053 
10,211 


MAY MAY MAY MAY 
1953 1954 1955 1956 
*Subject to A.B.C. Audit 


Advertisers agree! \ianufacturers of 


office machines, equipment, furnishings 
and supplies are placing bigger sched- 
ules for 1956 in OFFICE MANAGE. 
MENT because they have found it is 
the growth publication in this growth 
market! During the first four months 
of the year advertising in OFFICE 
MANAGEMENT increased 51% over 
the same period last year. 


Send for 
complete 


management 


212 Fifth Avene, New York 10,N.Y. 
& GEYER McALLISTER PUBLICATIONS 
Publishers since 1877 


wlyved. There is a military dictum that 
goes even further: “There are no bad 
soldiers, only bad officers.” This may 
le an exaggeration, but it certainly sug- 
gests a healthy approach. Such an ap 
proach is an obvious attempt to be as 
lair as possible, and the firmness of his 
judgments is another big factor in the 


rating the staff give the boss. 


So much for the factors on which 
your staff rate you (and incidentally, 
are the ones your own boss uses so 
different? ). There will be others—no 
two offices are alike; but the same prin- 
ciples will apply. 

One final paradox will also apply in 
any office. After considering all the 
factors on which the staff may rate the 
boss, it is fatal to worry about what 
workers actually will think of any par 
ticular action. Unpleasant jobs have 
to be done occasionally. \pologising 
does not make them any pleasanter 
it only raises doubts as to whether they 
are really necessary. It 1S impossible to 
be decisive and apologetic too. The 
boss who “knows his stuff,” recognizes 
merit and gives credit where it is due, 
will get the same recognition from his 
staff as he gives it. Morale and efh 


ciency go together in “happy ship.” 


NOMA— 
(From page 42) 


form were cistributed to the 


yroup so 
that each person could 


compare his 
version with the revision designed 
a protessional forms designer. 

\s the work materials were being 
passed out to the overflow audience, 
Knox outlined briefly the salient points 
of forms design: 

Leave enough room so that the data 
to be entered can be emtered. 

Have the form printed in light 
enough ink so that the variable infor 
mation entered by hand or typewriter 
1s not lost against heavy black instruc 
tions. 

Design the form in such a way that 
potential errors in entering informa 
tion are minimized. 

“If you make a ballot box in which 
a check mark is to be placed, don’t 
put it halfway between two captions,” 
Knox warned. “You can't tell which 
caption the ballot box belongs to. 

\ fourth requirement of good forms 
design, he told the group, 1s good 
pearance, since this has an effect on 
the mental attitude of the person who 
must use the form. 


“The fifth and last factor in design 


ing a form is to design it so that you 
can economize in the printing or pro 
duction of the form,” he declared. 

He then went on to describe the 
various parts of the sample form which 
had been distributed to the audience 
for revision. These parts, which are 
common to every form, he said, are: 

Identification—the title, and sub 
title of the form and its number. 


Instructions—instructions for using 
a form, if they are needed, should, 
whenever possible, be put at the top 
of the form rather than the bottom, so 
that the worker will not discover them 
only after he has already filled in the 
form. 

The introduction to the form 
which establishes which department or 
worker is originating it, where that 
worker plans to send it, and the date 
the information is being entered. 

The body, which carries the actual 
variable information the form exists to 
transmat. 

The conclusion—which is usually a 
signature, 

The speaker pointed out a few of 
the drawbacks of the sample “Sales 
Release” form that had been distrib 
uted to each member of the audience, 
and then suggested that they redesign 
the form in simple block fashion with 
equipment which had also been distrib 
uted. Then he distributed a “correct 
ed” version of the original sample form. 

Comparing the original and im 
proved version point by point, he stated 
that there is usually no need to take 
yreat deal of room on a form for its 
title, since the people working with it 
know that title anyway, and large titles 
are a Waste of space, | heretore, he 
recommended that title and form num 
ber always go in the upper lett hand 
corner. (See figures 1, 2, p. 42.) 

On the improved version, he also 
noted that four small dots had been 
printed against a parallel rule at the 
top of the form. These served as a 
guide for setting a typewriter tab 
key, permitting a typist entering in 
formation on the form to move the 
carriage of her machine to the begin 
ning of any fillan space merely by 
hitting the tab key, since all the blanks 
on the form are aligned under one or 
another of the four guide points. 

Knox pointed out too, that much 
more space had been left for the entry 
of data on the form when revised, even 
though this was achieved by reducing 
the type size in the printed portions of 
the form. 
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“We know that it’s pretty small 
type,” he acknowledged. “People don’t 
read it very much. They have to use 
it only a few times before the static 
data printed on the form becomes 
common knowledge to them and they 
don’t have to read it at all.” 

By the same token, printed matter 
on the revised form had been printed 
in brown ink, Knox said, to allow the 
filled-in data to stand out more clearly. 

“The people who use the form are 
going to be more interested in reading 
the filled-in data than the static data,” 
he said. “So let’s give them a chance 
to read it. Let them see the forest 


as well as the trees. 


“You will notice that the bigg 


thing on the form is “Release For .. . 


est 
Now we are over at the Stage ol the 
use of the form—reading the form,” 
he said in urging that the mayor points 
of information carried on any form 
be given more prominent type display 


than subsidiary points. 


“You see,” he said m des ribing the 
thinking that had gone into the form 
revision, “we have picked out those 
things that are most important. We 
have made them the most prominent. 


We have given them sufficient writing 
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space. We have put everything so it 
falls on a tabular stop. We have an 
swered two of the basic requirements 
of forms design: 


“We have made this design so it is 
easy to enter data on it, and we have 
made it easy to read data from it. 


“We have also answered the third 
requirement, and that ts prevention 
ot error, by re-arrangement of the 


ballot boxes. 


“We have also answered the fourth 
requirement, and that is, mental atti 
tude. It is, by amd large, a more 
orderly looking form. The old one is 
what we call a shotgun design. The 


new one is an orderly, planned design. 
Knox sessions repeated 


The two sessions on forms control 
proved so popular at the NOMA con 
ference that it was necessary to re 
schedule the Knox presentation on 
Tuesday afternoon, for the benetu of 
those who had been unable to get in 
the room during the morning pre 


sentation. 


The second-hour presentations on 
Tuesday morning on “Personnel-Gen 
eral” and “Personal Self-Improvement” 
were also held in the convention head 
quarters hotel, the Benjamin Franklin, 
ilthough all scheduled atternoon ses 
sions were held in Philadelphia's Con 
vention Hall. Lee Stockford, of Lock 
heed Aircraft, talking on “Personnel 
General” pointed out that, although 
people regard other individuals as stere 
otypes, and try to explain and anticipate 
their behavior in terms of the alues 
that seem to belong to these st reotypes, 
such an approach will invariably fail. 
But an understanding of the stereo 
types which workers hold about their 
fellow workers, their employers, em 
ployees of the opposite scx, an under 
standing in other words of the “atti 


tudes and perceptions’ by which they 
form their npressions, can be valu 
able to management, 


he first thing an employer or ad 


munpstrator should do, according to 
the speaker, i accept as a principle 
that psychological and social concepts 
are at work whenever people gather 
together, that human behavior “can 
best be understood if one has some 
glass bulb inside to see into these 
psyé hologic i] mm ! sen 1al processes 
Citing basic attitudes whi 
administrator can profitably follow 
toward his personnel once he has ac 
ceyned this first prin iple, Stockford 


said: 
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How electronic computers 
solve business planning 
and control problems 


How electronic computers and 


new 
methods of operations 


research can 
help solve management problems 
explained in non-technical terms 
this volume. It thoroughly surveys 
business planning and control prob- 
lems, and mtegrates them with the 
simplifying techniques of 
data processing. Full aid is 
determining which type 
cessing system 


18 


in 


electronic 
given for 
of-data pro 
will give you informa 
tion essential to an effective operations 
research program, as well as which 
electronic equipment is best suited to 
your needs 
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“First he can pay attention to the 
selection of employees. Ask yourself, 
Is the individual suitable for the task 
in question ? Consider next, not the 
success or the failure of the placement, 
but the appropriateness of the place 
ment. 

“I think if you will use those two 
terms, ‘suitability’ and ‘appropriate 
ness’ you will find yourself in a much 
happier position in dealings with your 
subordinates than if you deal with 
emotionally loaded terms of ‘success’ 
and ‘failure, ‘right’ and ‘wrong.’ 

“Second, be sure that you have 
properly introduced the individual to 
the job the individual is to do. 

“Third, have a fundamental appre 
ciation of the efforts of the individual, 
evaluating his performance in terms 
of his capacities as well as in terms 
of his results, 

“Next, insure that your rules and 
your notices are uniiorm and fair. 


Make sure they are understood. 


Correction and discipline 


“The third item and the item on 
which I would like to close,” Stock 
ford continued, “I would call the gen 
eral argument of correction and dis 
cipline. 

“The boss, in order to put the fin 
ishing touches on this process of rec 
ognizing individual differences, the 
study of the attitudes, the perceptions 
of people, the appreciation of the art of 
basic personnel administration, also 
has to correct and discipline. 

“I think the best attitude you, the 
boss, can take in any situation of this 
sort 18 to treat correction and disc ipline 
as a training situation, not a punitive 
situation. Treat it as a situation in 
which the individual can learn, and 
you can teach the right way of doing 


things. 


*Treat correction as making an ef 
ror right, and define discipline as 
bringing people, on the whole, unde: 


control.” 

He warned that discipline and cor 
recuion, to be effective, must be based 
on rules and standards with which 
the employees have been well acquaint 
ed, and should always be carried out 
in private. 


Executives, unlike cooks and pocts, 
are made, rather than born, Lincoln 
Atkiss, Atlantic Refining Co., Phila 
delphia, told the group in the session 
on Personal Self-Improvement. Mor 


over, the only person who can make 


a human being a good executive 1s 
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that human being himself, he told 
the group. 

“Benjamin Franklin had many glar 
ing personality weaknesses at one time, 
Atkiss declared, “but by painstaking 
effort he mastered them one by one. 
He even kept a chart on his progress.” 

The speaker paid tribute to company 
executive development plans, and per 
sonality appraisal plans, but said that 
individual determination could give 
an honest person much the same re 
sults, even where such plans do not 
exist. 

“If you have the courage, conduct 
your own self-appraisal,” he advised. 

During Tuesday afternoon, only two 
regularly scheduled sessions were held, 
although Frank Knox repeated his 
talks on Forms Control, since all those 
who wished to attend them had not 
been able to get into the morning ses 
sions. 

The first scheduled ‘Tuesday alter 
noon discussion covered “Methods and 
Procedures.” David B. Watson, ot J. 
D. Woods & Gordon, Ltd., Toronto 
inminagement consultants, specihied lack 
of time as the greatest problem facing 
office managers concerned with im 
proving methods but accomplishing 
little in the field. 
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“No ume—this brings us to the root 
of the trouble in the average office 
today, which must be faced up to by 
every ofhce manager if his office 1s to 
increase in efficiency,” he told the 
group. “I am referring to the general 
tendency for the office manager, and, 
in fact, all office supervisors, to be load 
ed down with detail and routine work 

“The main function of a SUPErvIsO: 


appears to be completely misunder 
stood in many offices,” he declared. 
“We find that the average supervisor 
is normally appointed to his or her 
position without my regard to super 
visory ability at all 


It is usual for the 


average first lin supervisor to be ap 


i | 
pointed because he has been there the 
longe st, or 1s the best worker of his 
particular section 

This too often leads to a situation 
where the supervisor is the “expert” 
and tends to do all the difficult work 
himself, rather than training his staff 
to do it, the px iker continued. The 
result, all too often, 15 that the super 
visor does not supervise 

“Higher up, we find the office man 
ager following the same course, and 
being reluctant to delegate detail work 


onsiders to be too respon 


subordinates, or which 


sible for his 
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would take too long to explain. The 
result is that the whole chain of super 
vision in the office is busy on routin« 
work, too busy to supervise adequately 
and, above all, far too busy to pay any 
attention to one of the most important 
phases of supervision—a_  contmual 
study of methods and procedures.” 
The best solution, he said, is th 
employment of one or more men whos 
sole responsibility is methods work 
at any rate in any company employing 
more than one hundred people. But 
even this will not offer a complete 
solution unless office managers and 
supervisory levels in general rid them 
selves of detail work, because it 
their responsibility to put methods 
mmuprovements into actual operation, 
and this they cannot do if they are 


bogged down with routine work. 
Any system can be improved 


Assuming that the supervising levels 
do rid themselves of such detail work, 


the speaker continued, what can be 


accomplished by 


dures analysis?” 


“systems and proc 


‘The first thing we must accept 
procedures is that 
almost any system in be improved 


when studying office 


but we must always bear in mind that 
the advantage s achieved from the im 
provement may not justity the cost 
of making the change,” he pointed out 
reminding the audience that such costs 
included loss of time during conversion 
as well as the obvious costs of making 
the study, and installing new equip 
mem, torms, et 

Thus, the basic criteria which must 
be established definitely before major 
system changes can be justified, he 
said, are that the new system will re 


sult in significant reduction of clerical 


labor, or will give tighter internal 


control, or will produce additional 


I 
desirable information. 

“Normally, a system change is in 
troduced because it permits a reduc 
tion in clerical labor,” he said, “but 
in many cases this reduction is more 
theoretical than actual cither because 
advantage is not taken of the clerical 
savings which result, or because the 
savings were not measured properly 
before the change was made 

Thus, an improvement may be made 
which reduces the work of one or two 
clerks, but no real savings is achieved 
if these clerks are not given new duties 
to absorb their released time, he point 
ed out, saying that exactly such situa 


tions occur continually. 
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Moreover, he went on, many clerks 
pace themselves by the amount of 
work they have before them. If the 
amount of work they have to do less- 
ens, they may drop their working 
speed so that they take the same time 
accomplishing the same amount of 
work under the inyproved method that 
they formerly needed under the slower 
method. 

“Unless advantage is taken of spare 
capacity mmmediately it occurs,” he 
warned, “it is very possible the spare 
capacity will disappear, and the clerk 
will be indignant at a later suggestion 
that he should be responsible for addi 
tional work, feeling that he is being 
victimized,” 

In general, the speaker warned, the 
greatest’ danger im sweeping system 
change is over-optimism about the re 
sults, and failure to foresee all con- 
tingencies, This often means that the 
new system, when installed, does not 
justify the expense of installing it. 

He also warned against too slavish 
a devotion to mechanization for the 
sake of mechanization. 

“When you have decided to buy a 
machine, remember once more that 


nothing is quite as versatile as the 
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pencil in the human hand,” he told 
the group. 


Most offices overstaffed 


Basic rules for reducing clerical costs 
in the office, as distinguished from a 
formal program of systems improve- 
ment, are these, he said: 

A realization, first, that most office 
employees today do not work at the 
peak of their efficiency. This means, 
according to the speaker, that most 
offices are at least fifty per cent over- 
staffed in terms of their real needs. 

This emphasizes again, he went on, 
the need for more scrupulous super 
vision in the ofice—the “first pointer 
to increased production.” 

“Get all your supervisors off their 
chairs and walking around the office, 
and you will introduce very significant 
savings in clerical costs without chang 
ing a single procedure,” he told the 
NOMA audience. 

There is no substitute for an in 
centive plan in inereasing clerical pro 
duction, he declared. Such a plan can 
bring production in many offices to 
125 per cent of standard—‘‘at least 
double the eff« lency most offices are 


getting today.” 


The second basic rule for improving 
clerical production, he maintained, is 
to put responsibility for continuing 
methods improvement on everyone in 
the office, but to enyphasize it particu- 
larly as a responsibility of the first 
line supervisors. 

“Once again, the chances of this 
occurring depend on whether the su- 
pervisors have time to think,” he con- 
tinued. “If all those in supervisory 
positions are able to sit back with their 
feet on the desks for an hour every 
day to think about what is going on 
in their sections, methods improve 
ment should come automatically; and 
if it doesn't, change the supervisors.’ 

Once supervisors and staff have been 
interested in methods miprovement, he 
declared, there are four main steps to 
be followed in solving any methods 
problem. These steps: 

1. Getting the facts. 

2. Analyzing the facts to determine 
what needs improving. Is there mis 
directed effort? Are skills being used 
properly? Do employees have too 
many unrelated tasks? Is work dis 
tributed evenly? 

3. Develop the improvements sug 
gested by the analysis of the facts of 
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tne present situation. During this pe 
riod, it should be borne in mind, the 
speaker cautioned, that any new meth- 
od developed must promise significant 
improvements over the old to pustiry 
itself. 

The final step—applying the im- 
provement. 

“When all this has been done,” he 
concluded, “make the change carefully, 
be prepared to modify the details as 
snags turn up, and ask all those con 
cerned with the change for criticisms 
and suggestions so that everyone feels 
he is contributing to something worth- 
while. 

The final Tuesday afternoon speak 
er, Jules Graubard, director of em 
ployee relations, Bache & Co., New 
York, said that he anticipated the im 
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pact of automation would serve to re 
emphasize the unportance of employee 
relations. Employee relations are par 
ticularly sensitive during the period 
of changeover to a more highly auto 
mated system, he declared, and may, 
n not handled with tact and skill. 
handicap the whole automation pro 
gram. 


“We automators are really going 
to be at a handicap unless we can de 
pend on the know-how of the clerk,” 


he dex lared. 


Automation presupposes that those 
who are to plan the system and install 


wt must | 


clerical 
workers for interpretation of the exist 


depend on present 


ing system, he declared. Thus, insur 
ing understanding and acceptance of 
automation on the part of employees is 
essential, 


“Rules” often overemphasized 


How does management gain such 
cooperation and understanding on the 
part of employees? Rules are all very 
well, Graubard said, but perhaps too 
much attention has been paid to the 
rules, and not enough to a lar more 


bask quality 
“This 


mean something to us,’ I clared. 


sincerity. 


matter of sincerity should 


“You can't walk over to people ind 
treat them like so many 
‘Did l Say 
Okay, 


You can't pull this 
t 


Olputers, 
good morning to you? 
you're through for the day. 

business of co 
operation out of context. You cannot 


‘Miss Jones, you 


remind me every Thursday irony tiie 


say to your secretary, 


to ten in the morning that everybody 


It doesn't work 


that way. You know it and | know it 


has got to Cooperate, 


Too often personne] matter ure han 
dled on a basis of the variants, the 
departures from the norm, rather than 
the great bulk of employees, he main 
tained, pointing out that absenteeism, 
for instance, is always considered from 
the View point of the minority of em 
ployees who are absent too often, rather 
than on a basis of the employees who 


have perfect records. 


“Since this business of cooperation 
is only the result of setting: a climate, 
it 1S Management s responsibility to set 


that climate in which cooperation can 
grow, he declared, “You cannot build 
your program on the basis of gir 
micks. They will work for a while, 
but it is not a way of Jefe 


“What are these conditions that 


have to be established if we are going 


to have cooperation * Number one, 


cooperation is something that people 
give voluntarily. It is the result of an 
individual psychology diive.” 

Such a drive, he went on és the re 
sult of two factors—an external drive 
from without the individual—the needs 
of his family, his own sense of respon 
sibility to his group, and an internal 
drive the sense ot accomplishment, ot 
pride in work, It is the latter drive 
which it is management's responsibil 
ity to encourage, he maintained, by 
keeping employees informed, by solicit 
ing their opinions on subjects which 
they know perhaps better than manage 
ment itself. 

“How many of you sitting here furst 
learned about progress in your own 
orgamzation trom your cornypetitor 


across the street?”” he asked, “and how 


No mistake about it—this 
gleaming white-polished 
EraserStik mokes all the 
difference between — ‘Nice 
work, Miss Jones!’ and an 
angry rebuke. 


uc® v.s.a.7099 


vsa.7099B 


ALL SEF 


Because EraserStik erases 
without a trace, leaves no 
ghosts to give the Boss fits. 
No wonder every Secretory 
and Typist in our office is in 
love with her EraserStik. 

Remember, it isn't a gen- 
vine EraserStik unless it has 
the A.W. Faber imprint. Call 
your Stationer today. 
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many of you pouted when you learned 
that because you said to yourself, ‘Here 
I am on the payroll, and they don't 
trust me with this thing, and I’m 
supposed to cooperate with them’.” 

Discussing suggestion systems, Grau 
bard sand that ge nerally he was op 
posed to them, because he did not feel 
they should be necessary in an organ 
ization run on the right princ yples. 

“To my way of thinking—and you 
may have an opinion of your own, 
I'm sure,” he declared, “a suggestion 
system 1% nothing but a very artificial 
device for getting two people to com 
muticate with one another through 
a very odd little box, when in reality 
those people should have been talking 
to one another face to face and over 
and over again. 


“In closing,” Graubard said, “bear 


in mind that in your dealings with 
your people you are not dealing sim 
ply in the present. Everything that 
has ever happened to that employee 
from the very first time he walked 
iyto your personnel department to ask 
for a job until this present moment 
is brought into play and evaluated 
when you are asking for cooperation. 
All the past history and experience 


that he has had with you and your 
firm is brought into the balance, and 
remember, by the way you treat this 
person today, you are also affecting the 
future.’ 

The Wednesday morning session ol 
the conference, which was the conclud 
ing program mecting, was devoted to 
a panel discussion on “Physical As 
pects of the Office.” Speakers were Dr. 
Lucien A. Brouha, E. |. duPont de 
Nemours & Co., Inc., Newark, Del., 
discussing air conditioning; W. S. Fish 
er, General Electric Co., Cleveland, 
talking on lighting; F. L. Kelber, Pru 
dential Insurance Co., Newark, N. J., 
speaking on office layout. Sound and 
color were handled by Robert B. New 
man, Bolt, Beranck & Newman, Inc., 
Cleveland and Harry H. Scheid, color 
consultant, Sherwin-Williams Co., 
Cleveland, respectively. 

Social events at the conference in 
cluded the Chapter Presidents Dinner, 
held at the Benjamin Franklin on 
Sunday evening, May 20, the annual 
banquet held at the Convention Hall 
Tuesday, May 22, and the annual 
luncheon, held at the Benjamin Frank 
lin on Wednesday following the last 


program session. 


proof 


asstd 
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675 COOLEDGE AVE. N.E. 


Save valuable time | 
with this new imported | 


Precision Pencil 


Quick, easy, efficient spill 
receptacie for shavings | 
cap of molded plastic, | 
colors. Wide variety of 


sharpeners for desk and 


Screw 


pocket 


Fine for Christmas Gifts 


See your stationer or write 


FRED BAUMGARTEN 


Exclusive Imports, Dept. Y-8 
ATLANTA 6, GA. 


DUX | 


Sharpener 


Send for catalog 


W. Miller Bennet, vice-president of 
finance, Inland Container Corp., In 
, was awarded NOMA’s Let 
hngwell medal at the conference ban- 
quet, and Carl N. Jacobs, president ot 
Mutuals, 


dianapolis 


Hardware Stevens Point, 
Wisconsin, received the organization's 
Fellowship Award at the same meet 
ing. The Lefhingwell Medal is given 
each year to “an office executive who 
has made outstanding technical con 
tributions to the profession of office 
management;” the Fellowship Award 
is made “in recognition Of outstanding 
achievement by an executive who has 
advanced through the work of the 
ofhice to a position ot top management 
responsibility. 

The equipment exposition remained 
open through Thursday, May 24, fol- 
lowing the close of the conference. 
Total attendance was 31,775. 

Two foreign delegations were out 
in strength at this year’s meeting. A 
group of 13 Japanese businessmen on 
tour of the United States to study ofhice 
methods and equipment, attended the 
conference, as did 15 Mexican special 
ists in office management and admin 
istration in this country on a five-week 
study tour. 


you can CUT COSTS 
SAVE SPACE with 


ready-reference 
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TRANSFER FILES 


_. the top quality corrugated 
fibreboard file with “exclusive 
ALL STEEL FRAMEWORK! 5 Sizes. 

Clip this ad to your business 
letterhead for complete 
facts and FREE “HOW TO" 
storage practices booklet. 


BANKERS BOX CO., Dept. OmM-8 
720 S. Dearborn St., Chicago 5, Iilinois 


THE INCOME TAX MAN | 


will let you deduct the cost of busi- 
ness travel—but only if you have 
definite, itemized records to show him. 


BEACH'S | 
“Common Sense" | 
EXPENSE BOOKS 


are best because you jot down the 
expense as it is incurred rather than 
later when a lot of it is forgotten. 


| 
Buy them from your stationer or 
write directly to us. 


Beach Publishing Co. 


7338 Woodward Ave., Detroit 2, Mich. 


fenire BUSINESS CARDS 
500 aed © 1000 $15 Sse} 


al ENGRAVED | 
Vaile rIEADS 


BUSINESS ANNOUNCEMENTS 500 ONLY $28 


COVERS 


CLIP YOUR LETTERHEAD TO THIS AD... 
MAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 
807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
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Catalogs, Booklets, Brochures 


7 (3 

for the office | "There are Pi 

Wy mighty few jon 

New Wahiteprinter | 4 atinkiieies Giati | oe 

The C. F. Pease Co., 2601 W. Irving Park Rd., ¢ hicago 
18. Brochure on the new “low priced” automatic Challenger Klenzo 
diazotype copying machine, with illustrations, diagrams, and won't fix!" | 
spec ihcations. (1) Miss M. J. ®,, Secretary 


' to a Chicago Executive 


Record Protection 

Mosler Safe Co., 320 Fifth Ave., 
New York. How To Be Sure Your 
Safe Is a Safe Place for Your Records, 
a 20-page brochure on the importance 


of adequate fire protection for valuable 


records. (2) 


Desk and Wall Lamps 
The O. C. White Co., Worcester, Mass. Folder on Light 


master lamps for “below eye level” fluorescent and incan KL E he yao} 


descent illumination. (3) PAPER WRAPPED 


ERASER 


Disbursement Protection 


The Todd Co.. P. O. Box 910, Rochester 3, N. Y. Manual, ———_—— 
44 Ways to Protect Your Bank Account, on sate and efficient Erases typing KLENZ0 INK & tee —— : 
wri — ; 
office disbursement methods as a means of protection against ink or pencil faster nie ERASER 533 ! 
“attacks on bank accounts by check crooks.” (4) and cleaner! AT ALL DEALERS i 


Mimeographing Handbook BLAISDELL PENCIL COMPANY + BETHAYRES, PA. 


A. B. Dick Co., 5700 W. Touhy Ave., Chicago. Modern 
Mimceographing Handbook, a booklet on preparing stenc ils, 


laying out a mimeograph department, caring tor equipment, 
selecting stencils for special jobs and other information. 


NOTE: Available at « nominal charge from A. B. Dic it’s in your bag! | 
the SAVINGS by using 


_ SPRING-DEX’ 


umm the vertical and visible wonder! 
= OLD. BLINDas RECORDS 


f 


Embezzlement Controls 


Fidelity & Deposit Co. of Maryland, 
2246 Fidelity Building, Baltimore 3. 


Embezzlement Controls for Business 


Enterprises, the fifth edition of a 32- 
page booklet by Lester A. Pratt, C.P.A. 


on practical methods of combating em 


bezzlements ol money, merchandise, 


and other materials. Requests should 


be on business letterhead. 


Electric Erasers 

Barber(colman Co., Rockford, Ill. Bulletin F 3579-1 on 
the BarberColman automatic electric eraser, for typists, 
engineers, draftsmen, and others. (7) 
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vf regardless of 


, 
/ your present sys- 


@ / tem, you can con- 


Univac File-Computer vert to this easy 


Remington Rand, Division of Sperry Rand Corp., 315 
Fourth Ave., New York 10. Brochure TM-1011, a “pre 
case history” on the use of a Univac File-Computer by a 


lahor-saving method 


1/10 the cost of Visible. 
ALL the Advantages of Vertical and Visible. 


distributor handling mail order and retail sales in a large 
metropolitan area to obtain “day-atter” sales breakdowns of 
up to 200,000 items in 100,000 separate orders. (8) 


For further information, use Reader Inquiry Card on Effective Tools for Effective Management 
page 80. WASSELL ORGANIZATION, INC. Westport, Conn. 
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This office chair 
passes floor test 


Pe 


Quick way to judge an office chair is to glance at the 
floor around it. 

Is the rug ruffled, discolored, or deeply lined? Is the 
floor marked, gouged, disfigured? If so that chair isn’t 
riding on Bassick casters — because Bassick’s first job 
is protecting floors. 

The General Fireproofing Company's handsome alu- 
minum chair, above, is equipped with smooth-rolling 
easy-swivelling Bassick Diamond Arrow casters. Look 
at the clean unmarred floor around it. That's how 
Bassick casters keep floors looking. 

Next time you order furniture for 
your office specify Bassick-equipped 
chairs. But don't wait till then. Put 
Bassick Diamond Arrow casters on 
your present office chairs and furniture 
THE BASSICK COMPANY, 
Bridgeport 2, Conn, In Can- 
ada; Belleville, Ont. 


Hard composition or soft rubber 
tread is available on Bassick 
double ball bearing Diamond 
Arrow casters. Construction to 
fit any chair leg. 


iCK 


A DIVISION OF 


MAKING MORE KINDS OF CASTERS «MAKING CASTERS DO MORE 
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CLASSIFIED ADVERTISING 


Rates are 20c a word. Minimum charge $3.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


° 
For Sale or To Buy 
WANTED—-ALL TYPE OFFICE Machines 
Purniture. Kardex. Acme Postindes ill 


‘ I ! 
I ywanice Write, Wire National Office 
St.. New York, y 


ACME VISIBLE RECORD CABINETS 
rantee j excel t condition W rite 
Hart Automotive Part 


(ou 


es 


Positions Wanted 


CREDIT OFFich MANAGER AVAILABLI 
very held Nov 
facturer f metal tee equipment and furnitur 


M234 


t and stat 


rREASURER, over 0 yrs. experie 
erse and proven ability im get il 
mi management Aggres tactful 


Metropolitan New wk location 


Positions Available 


ASSISTANT OFFICE MANAGER for ue Pa ew England 


Breeding Farm Excellent opport ty f rig ndividual (ive 


I 
full particula im first letter OM236 


Learn to Apply 
ELECTRONIC COMPUTERS 
In Business 


Electronic Data Processing permits faster reporting of 
more worthwhile information at less cost. Are you, your 
employees, and your Company preparing to gain from 
the opportuities offered by E D P. 

BUSINESS ELECTRONICS can help you with a Corres- 
pondence Course designed to teach PROGRAMMING 
FOR BUSINESS COMPUTERS. 


Write today for free details 


BUSINESS ELECTRONICS. INC. 


Educational Section 
Box 3330 Rincon Annex San Francisco, California 


WILL BUY FOR CASH 


USED BILLING & BOOKKEEPING MACHINES 


BURROUGHS Model £7200, 7800, M-215, M-222, M-235. M-806 
BURROUGHS—SENSIMATICS zFi00, F200, F300, F400 
NATIONAL CASH REGISTERS 71500, 1900, 2600, 6000 Class 
NCR. PROOF & ANALYSIS 222010 (123), 20417 (135), 22115 (145), 
22910 (24) 
N.C.R. 3000 Class 230612 (124—2K) 18 £3—40,000 & over 
N.C.R. INSTALLMENT POSTING 5A2206 (64UP), A2207 (642) (621) (630) 
NCR. 3100 Class s3'—10—10 (18) 20° 24. 700.000 & over 
SUNDSTRAND 278407! £600000 & over 
REMINGTONS 5685 cY!75.000 & over 
BRANDT COIN MACHINES—Mode! 260, 61, 100, 101, 150, 200, 201 
KARDEX CABINETS Size 58 only 


Advise Complete Model & Serial Numbers 
for Our Quotations 


L. A. PEARL COMPANY 


Dept. 8M, 140 West 42nd Street New York 36, N. Y. 
BRyant 9-1459 Wisconsin 7-1220-1-2 


DEALERS IN USED ACCOUNTING MACHINES 
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CONVENIENCE 
with these top-quality 


Waldon Roteils Enanen 


Puli STRING ter eaey 
porting 


ENTIRE BUSINESS 
ORGANIZATIONS—executives 
and employees—enthuse over these 
versatile, time-saving numbers. 


FOR ERASING 
e PEN & PENCIL WRITING 


e TYPEWRITING & 
BUSINESS MACHINE 
IMPRESSIONS 


The spiral-paper wrappings of 
two of the erasers shown provide 
easy pull-string pointing of the 
superb-texture rubber cores, pro- 
tect them for cleanliness and 
freshness. And users appreciate 
the length, “balance”, on-a«lesk 
convenience and = attractive ap- 
pearance of these three pencil- 
like erasers. 


in Glow No448 


onan Gree 


1 Dozen Erasers to the Box, 6 
Boxes per 44 Gross Carton. 
ASK YOUR STATIONER 
ABOUT THEM TODAY! 

7 
WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7,N. J. 


Ye 


Gy 


lakdon Rotenlb 


MADE , 
vw.’ 


World's Foremost Eraser Specialists 


JET ERASER. Convenient, cy- 
lindrical stick eraser in attrac- 
tive, transparent holder, Tip 
unscrews so eraser can be 
moved outward, Pocket clip 
style: No. 825, red rubber, for 
pencil erasing; No. 827, gray 
rubber, for erasing ink and 
typewriting. Brush Whisk 
style for typists: No. #250 
(red) and No. 8270 (gray). 


Refills. 


Walidon Rotel Gnanan 


wus 


MADE 


NO. 448 GREEN GLOW. Super quality 
rubber of soft green color for a wide 
variety of pencil and cleaning work. Also 
ideal for art and drafting uses. 


NO. 378 GRAYPOINT. Husinesslike, gray col- 
ored rubber which convincingly and cleanly 
erases ink wriing, typewriting and business 
machine impressions. 
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OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. 


Obtain New Catalogs 


INQUIRY SERVICE 


For Subscribers to OFFICE MANAGEMENT 


GET MORE 


INFORMATION 
quickly - - easily 


SEND OFF THIS BLANK... FOR PROMPT SERVICE 


This service is provided for the con- 
venience of Office Management Execu- 
tives in obtaining complete inform- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fled by their respective page numbers. 
Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


Please forward to the respective companies, our request for 
further information on the items we have circled below. 
There is no obligation to us for this. We understand this is 


a service to us as a subscriber. 
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AUGUST 1956 ADVERTISEMENTS 
(Circle respective page numbers on which ads appear) 
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69 

71 SW 
71 EFB 
71GS 
73 MPE 
73 CCS 


73 MCC 


74 WAF 


75 AWF 


75 TSC 
76 FB 


76 BPC 
76 BBC 
76 DEC 
77 BPC 


77 WOl 
78 BC 


79 WRR 


79 BEI 
79 LAP 


CATALOGS AND OTHER AIDS 


(Circle respective item numbers) 


AUGUST 1956 
NEW PRODUCTS ITEMS 


A-l B-1 C-1 
A-2 B-2 C-2 
A-3 B-3 C.3 
AA B-4 C-4 
A-5 B-5 C-§ 
A-6 B-6 C-6 

B-7 

B-8 


Name 


Company. 
Address 
City.. 


80 


.. Zone 


Number of Office Employees (all departments) 


August 1956 Issue, 
Office Management 


This inquiry form good 
until Sept. 15, 1956 
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meet a 
smooth 


operator... 


her choice is NEKOOSA MIMEO 


When it comes to mimeo paper, take the word of a real ‘‘expert’’— 
one who uses Nekoosa Mimeo every day. She isists on Nekoosa 
Mimeo quality because the lint-free bond finish gives clean, sharp, 


F One of the complete 
clear reproduction on any mimco machine. Makes her work look line of Nekoose 
Papers for every 


. . - Ue « “Ve ¢ - business need 
Ss y y , \ 
good because it works so good. Lies flat, never curls, never wrinkles ee Oe 


¢ ers of Nekoosa pa 
goes through the machine smoothly and speedily! And you can SE merchants ail ~~ 


have your choice of white and six cye appealing colors. 


> Mehoose. 


PAPERS 


Nekoosa Bond @ WNekoosa Ledger © WNekoosa Duplicator 
Nekoosa Mimeo @ Nekoosa Manifold @ Nekoosa Offset 
Nekoosa Master lucent @ WNekoosa Opaque 
NEKOOSA-EDWARDS PAPER COMPANY @© PORT EDWARDS, WISCONSIN and compamon ARDOR Papers 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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Underwood Sundstrand gives you complete 


high-speed, low-cost accounting on one machine! 


Here’s a low-cost machine that handles 
all your accounting. Underwood Sund- 
strand, with its 10-key touch-operated 
keyboard, gives you accurate, up-to-the- 
minute accounting control because it per- 
forms so many functions automatically! 

When applied to your business, Under- 
wood Sundstrand will speed your record- 
keeping. ..put an end to costly errors... 
do away with overtime... and lower ac- 
counting costs. Result: real savings in 
time and money! For full information, 
call your nearby Underwood Office or 
write Underwood Corporation, One Park 


Avenue, New York 16, N. Y. 


Underwood Su ndstrand’s famous ke board ‘4 ith only 10 numeral keys 
is easy to learn, eliminates “‘headswing’’ fatigue. Operators turn out 


work faster and with greater accuracy. 


UNDERWOOD | UNDERWOOD | CORPORATION 


From Advertisers Use Readers 


yo iv a ste - Eb 
— . 
ee 
ee 4 
'y Ay. 
le 
oe 4 F be 
Ve ae ’ 5 
ae ‘ ? fy ‘ 
Ae | Se 
“A ¥ ‘ thy =s- & = Mireur Sagas : : 
es * on —— re oe. oe 2 
= “4 tua cms -— “388 | % a a ie “il 23 UH Hi ne “HE ‘ 
re | 4 ~. Ven ™ & ae ; es een te i 
ers : it 4 het , a ae: SH > S23 a es " 
Ve x ee) | he eee seen gai: 7 
a xe : 
A -— ~oe be 
PS : —— ; 
ioe oo 2 SS i 
hai See 2 “ es 
keh 3 eae - ’ “ 
fl ss og ai TRIAL arysi® J accov E 
a : q geceivaslt f g Act aN di pavasit 4 
ae i { 
a iid . 
vam : = 
F, 
fay at ca ee os oe ~ 4 
oe <= 5- = r 
a = 5 Oi rt fe) ‘HE 3 
“a Fin cas | bd ne |!) ee eed eee bed Bh = a Bi 
% 4 3 = oe = | sae Lisoes rt 
a. + —— om ree | TCT 4 
? ; oan ~ estar 
; am = = 1 40884« a 
2 BX = cn ; 286 da0 
ga 7 tire a st | 
4 re eeecee . 
& »veeie % 
ee dehede 7 
" - , | dda? x 
- : 
.. w a , 
: a ow stock oGeR 
es pave gecoRD Ac 7 
A ae {3 ’ 
7 ee ' ee ’ 
. : » 
y i ee ; 
in - = oni 
= ss 
f | - > 
ates - ae , i > ‘ 
ro ‘xg » ~ ; ’ 5 
ne — j 4 
ae. ; e - : ~~ : C 
———— , - i ™ z 
ow are Por een 
E ai Bait f e Z 
a Bs rier iA) ¢ ; | 
es a, 4 *) y& 
oy 4] a : “ 
“a : i * 
me , > S A's a 
ae ig a | : *% * 
ae ae - ; 
| : eo aes 
% =, ~— iT eis £ pe 
a a ” # a ia a _ ie ey ' 
| ES ae NR ee ee 
ee ae | ee 
ad piers es e a _— f 
j na" ? pas + 
i, - are , i <> 
Bing "a a soe 
ee Fa > — 
i \™ eC : 
4 : a , 
— ' —" 
a 5 i a 
ie Get 5. } a Cc PAE ‘ cr ‘ > ‘ “ , 
ig Les *, : ‘. a4 , NE ARK AVENUE iEW Y RY / N.Y. 
a . a For More Informetion EE’ Inquiry Coupon on Last Page 
i aet.* 
a — 
ae " : 
— : ‘ y : ; . 4 ; z - ae iS ia ams 
Te ae Me ie ee ee e ee i ae 
a ee ek Se” 2 Se re OR. gh ‘ae — a? i ae 


